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Pilot ERP 1.8.3.558 Reqgi:

Pilot ERP is a fully integrated ERP manufacturing software system with Sales & CRM, Manufacturing,
Job Costing, Inventory/Warehouse control, Purchasing, AR, AP, Accounting and more.
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Pilot ERP Features

Homepage
The system homepage provides a dashboard for quick analysis of business statistics. These key
performance indicators (KPI's) graphically show the status of your organization.

Data Collection

Fully integrated bar code data collection module allows you to label your inventory for stock counts,
print pick tickets to record shipments and manufacturing usage. Prevent mistakes and increase
productivity by automating your inventory with Pilot ERP!

Sales and CRM

The Sales module is where it all begins. Your sales reps have the ability to access real time inventory
availability and determine where the order is in production. From Quoting to Order Entry, Shipping to
Inwicing, Pilot ERP covers all aspects of the order cycle. Integrate directly with UPS, FedEx, DHL,
and USPS shippers. Create and print labels, calculate freight and save tracking information directly
back to Pilot ERP, all in one easy step.

Service
Schedule seniice jobs, technicians and charge parts and labor through the senice module. Asset
tracking and scheduled senice agreements for customer jobs and internal maintenance.

Inventory and Bills of Material

The Inventory module tracks inventory stock levels and costs, allowing you to efficiently manage your
finished goods, work-in-process and raw material which is crucial for your operation. Pilot ERP gives
you instant access to real-time data so you can track stock lewels by item, location, item class and
view historical usage right on the inventory screen.

Manufacturing and Scheduling

The Manufacturing module tracks manufacturing orders, material (component items) and resource
(labor and equipment) requirements, and production costs, prints bills of materials, and passes data to
the inventory module.

Material Requirement Planning (MRP)
MRP helps to identify materials that need to be purchased and manufactured assemblies that need to
be produced to fulfill demand.

Procurement
The Purchasing module is used for material procurement. Pilot ERP makes it easy to buy from the
vendors with the best prices and maintain a history of all purchases.

Accounting

The fully integrated Accounting Module incorporates Accounts Receivable, Accounts Payable,
Banking, General Ledger and Financial statements into Pilot ERP allowing you to run your business in
one program.

Would you like to see how Pilot ERP will help improve your business?
Start your FREE trial now by visiting our website www.piloterp.com or calling us at 512-535-4201.

Pilot ERP Overview
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Features also include an integrated multi-currency manufacturing, distribution and accounting system:
Accounts Payable, Accounts Receivable, General Ledger, Inventory, Purchase Orders, Sales Orders
and Quotes, Manufacturing, and Sales Analysis.

Sales orders may be optionally entered as quotes and printed for customer approval. When approved,
the status is changed to On Order. Picking slips may be printed for the shipping department. Bills of
lading may be printed to go with the shipments. Multiple shipments are allowed per order.

Manufacturing orders default to the product standard component items and resources (labor and
equipment), which you can then change for substitutions or running on a different machine if one is
overbooked, or for manufacturing a custom product. Bills of Materials may be printed for the plant
personnel showing the materials and resources to be used. Receipts default using data from the order,
so only exceptions require entry, such as unplanned substitutions or differences in the quantities of
materials or resources used. Production costs, variances, and WIP (Work in Process) are tracked.

Scheduling of shipments, purchasing and manufacturing is facilitated by a report showing current
inventory levels, sales orders, purchase orders and manufacturing orders.

Multi-currency features facilitate purchasing and selling internationally (import and export). The default
selling price is automatically converted to the customer's currency. Payables and receivables are
tracked separately for each currency and the GL automatically converts revenues and expenses to
domestic currency. Gain or loss due to exchange rate fluctuations is tracked.

User-defined financial statements can be created through a simple set-up process. GL account totals
and inventory totals can be viewed on screen with drill-down to original source transactions.

Pilot ERP comes with sample data illustrating how the program can be used by a food manufacturing
company purchasing raw and packaging materials and manufacturing food products for wholesale
distribution. Pilot is also suitable for companies manufacturing other types of products.

How to Install
Getting Started
Home Page
Accounts Payable
Accounts Receivable
General Ledger
Inventory
Purchase Orders
Sales Orders
Sales Analysis
Manufacturing

Purchase Pilot ERP
Technical Support
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2 How to Install (On Premise)

How to Install Top Previous Next

Pilot ERP requires Windows 7, Windows 10, Server 2012, 2016, 2019 or later, a 2Ghz or better
processor, and 2 GB of system memory. At least 1 GB of disk space is required for program files.

Network Installation (Peer-to-Peer & Client Server)

Overview:

1. First install the program on the Server or Central Workstation.

2. Share the Pilot ERP program folder and the C:\ProgramData\PilotERP folder.

3. From the Client(s), map a network drive to the shared Pilot ERP folder on the server/central
workstation.

4. Create a shortcut to the program executable file "Pilot.exe".

Detailed Instructions:
Installing on Server or as a standalone system

1. Download the installation file. If you do not have the installation file, you can request it from
support@piloterp.com

2. Run PilotERP.exe directly on the main PC or Server on which you wish the Pilot ERP files and
database to reside. We strongly recommend that you do not change the default installation path for
Pilot (C:\Program Files\Pilot ERP or C:\Program Files (x86)\Pilot ERP). The location of the main
company database files can be created in a different directory if necessary after the installation.

3. Follow the Installation Wizard instructions. There are no configuration options necessary during
the installation, so you can leawe all options as default.

4. After installation, you MUST open Pilot ERP on the server to generate the sample database in the
C:\ProgramData\PilotERP\Data folder.

NOTE: The default location for the Data, Custom Reports and System files is: C:
\ProgramData\PilotERP\

5. Atter installing Pilot on the Server or Central Workstation, you will need to share the C:\Program
Files (x86)\Pilot ERP and C:\ProgramData\PilotERP\ folders on the network with full rights in the share
and change the windows security permissions for both directories to ensure that users have full
control. After the initial installation and client setup, you can edit the permissions to read/write if
necessary.

Client installation on a local Network

1. From each client PC that will have access to Pilot ERP, you will need to map a new network drive to
the shared C:\Program Files (x86)\Pilot ERP folder on the senwer.

NOTE: DO NOT run the full installation for Pilot ERP on any client PC which will be accessing Pilot

from the sener. If the full version of Pilot is already installed, it will need to be uninstalled through Add/

Remowve Programs and the C:\Program Files (x86)\Pilot ERP and C:\ProgramData\PilotERP folders on

that PC will need to be deleted. If any data needs to be saved from that client PC, make a backup
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copy of the C:\PorgamData\PilotERP folder.

2. After mapping the drive, open the Pilot ERP folder through this new drive, locate the pilot.exe
application file, right click and select “Send — Shortcut to Desktop” to create the icon on the client
PC desktop.

3. Open Pilot from the shortcut icon.

Communication: Pilot uses ports 12015 and 12016. These ports may need to be opened on the
Server and Client PC’s in your antivirus/firewall software.

Multi-company Installation

You can set up as many companies as you wish via menu File | Companies | New Company. You can
use the Select button to select an existing empty directory/folder or you can type the path of a new or
existing directory/folder. If creating company databases on a network server, please see notes abowe.

After you have created one or more company databases, then each time you launch the program it
starts in the last company worked on. You can then select a different company from the menu if
desired.

To set one company as the Default login company, simply right click on the company name and select
"Default".

|=5] Manage Databases l L_“E'J l =ANCE X

Database Information
Default Database: Sample
Right dlick on database name to change. Il ||
Description

Available Databases

Sample -

Directory |C: \ProgramData\PilotERP\Data), Select. ..

m

| | | Save Cancel

For best performance, users of Norton Antivirus should either disable monitoring of the database folder
(s) and "Priv" folder (created in the program folder for temporary database files) or disable monitoring of
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the database files (extensions .dat .idx and .blb).

Follow the steps below to configure your Norton Anti-Virus settings for use with Pilot ERP on the
server and on the clients :

1. Open Norton AntiVirus.

2. In the Norton AntiVirus main Window, in the left pane, click Configure.

3. In the right pane, click File System Realtime Protection.

4. In the File Types group box click Selected extensions to instruct Norton to scan only those files that
match the listed file extensions. Then click Extensions to change the default list of file extensions.

5. Remove DAT, IBX and BLB extension types.

6. Un-check the “Network” check box at the bottom of the File System Realtime Protection screen.

7. Under the Options group box area, select "Exclude selected files and folders". Then in the
subsequent dialog, select the option to "Check file for exclusion before scanning". This is known as a
"prescan exclusion".

8. Click on the Extensions button. The list of excluded extensions should include DAT, IBX, and BLB.
9. Click OK to save your settings.
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3 Cloud Setup Instructions

The following setup instructions apply to cloud hosted Pilot ERP on all devices.

Step 1. Download the Citrix WorkSpace App and install on device using the link below:
Download Link: Download Citrix Workspace (Windows)
Download Citrix Workpace (Mac OS)

You can also search Google on “Citrix Workspace”

Run the installer, Click Start, accept the license agreement, click Next, Click Install.

Note: if you are prompted to restart your PC after clicking Finish, you can click NO, then go to

the start menu of

Step 2: When notified that the Citrix Workspace installation was successful, click on the “Add Account

button.

your PC and click on “Citrix Workspace” in the program list to continue the setup.

@ Citrix Workspace

cifrix

%W Installation successful

If you received instructions to set up Citrix Workspace app
with your email or a server address, click Add Account.
Otherwise, dick Finish, and you can set up an account later.

X

Add Account

Finish

Step 3: You will be prompted for the work email or server address. You will need to enter the following

address into

that field: https://gomicromain.com

@ Add Account

Add Account

Enter your work email or server address provided
by your IT department:

‘https:a’fgDm\:rumam.wm|

[ Da not show this window automatically at sign-in.

Add

Close

Step 4: Click Add

Step 5: You will be prompted to enter your username and password. Enter and click Sign In.
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(@ Citrix Workspace >

Lser name: | Lsername

Password: |uuuu|

| Sign In || Cancel

ﬂ Secure connection

Step 6: The Citrix Workspace app will open. Click on the “Add Your Favorite apps” tab on the left.

Workaer

|_| e A yoruir
Favouite apps

Step 7: Click on the Pilot Icon with your company name. This will add the Pilot icon to your workspace
desktop. Click on the Pilot icon on the desktop to log on to Pilot ERP.

@ cuiWorkspace

Workspace
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4 Getting Started

Getting Started Top Previous Next

When Pilot ERP is started for the first time a welcome screen displays.

Pilot ERP 30 day evaluation >

Version 1.8.3.523

Pilot ERRP

To continue pazt 30 days vou can purchasze a license,
Y'ou have been uzing Pilat ERP for 24 daps.

30 day evaluation licenze

“ Purchaze... License Upgrade...

You can click OK to log into the sample company, which is a quick way to explore Pilot ERP. This
screen displays every time you start Pilot ERP until you choose purchase Pilot and set up your own
company. Note: You can still select the sample data company or set up more companies from menu
File | Companies.

When you choose to set up your own company, a New Company Wizard will assist you to enter the
basic information required to use Pilot ERP.

The wizard adds a sample chart of accounts, and sets up 1 bank, 1 currency, and 1 sales tax. You
can then add, modify, or delete GL accounts to suit the needs of your company. You can also add
more bank accounts, currencies and taxes.

The wizard also sets up 1 location “Our Warehouse” for the inventory. And again, you can add more, if
required, when you are ready.

After setting up any additional banks, currencies, taxes, etc. your next step is to enter your vendors,
customers, and items.

You are now ready to use the Home Page, Accounts Payable, Accounts Receivable, General Ledger,
Inventory, Purchase Orders, Sales Orders, and Manufacturing.

You can enter any outstanding inwices for your vendors via AP Inwices, and enter any outstanding
inwoices for your customers via AR Inwices. Or you might find it easier to pay all your AP inwices now
from your old system (whether you mail the Checks now is up to you), and use your old system to
track money owed to you from customers. Then you only need to enter the total AR amount owing (by
JV to Accounts Receivable Journal as per the sample data, see JV no. 1001), and the payments (by
JV, see JV no. 1015 To record AR payments entered to old system).
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GL opening balances are entered by Journal Voucher. There is an example in Examples of Journal
Vouchers and a more detailed, multi-currency example in the sample data. Typically this JV is entered
to last period, with data from the trial balance report for last period. Alternatively if you prefer the
opening balances to show in the “opening balance” fields for this year, then you would enter the JV to
the last period of last year, and then run the year-end from the Your Company screen. Note: To do this
you need to enter the Fiscal Year as last year on Your Company before entering any JVs.

41 New Company Creation

The following setup instructions apply setting up a new company database on a network. For help with
installing Pilot ERP, please refer to the Pilot ERP Installation Instructions.

Your new company database can be set up from any PC and does not need to be created from the
sener. Howevwer, it is recommended that you set this up from the server or main PC to prevent any
issues caused by security permissions in Windows.

NOTE: If you have user security enabled, your Pilot ERP user account must have full access to User
Security in order to successfully create the new company and grant users access.

Step 1. Log in to Pilot ERP.

Step 2: Go to the File — Companies — New Company

|| Manage Databases |E| ==l

Database Information
Default Database: Sample

Right dick on database name to change. R Compexty Name

Description
Available Databases

Directory  C:\ProgramData'\PilotERF\Data\Compal

)
1]

m

m

Save ] [ Cancel

Step 3: Enter your company name into the “Name” field.
The default directory will show the location of the new company folder on your server or main PC where
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Pilot is installed. This will be saved to the PilotERP folder in the ProgramData directory which is the
default location for all Pilot databases and reports. It is recommended that you do NOT change this
directory unless absolutely necessary. Please contact support for details if you do need to change the
directory and have any questions.

Step 4: Click Sawe.

Step 5: After saving the new company, you will need to log into that company and complete the new

company wizard.

Step 6: Go to File — Companies and select the company that you created. This will open the New
Company Wizard which must be completed to open the company. This step will create the database
when the wizard is completed.

|=5] Pilot ERP - Pilot ERP Scftware

\ile| Setup \View

Web Links Windoy

Companies
Logged in Users

Color Scheme

Exit

] Mew Company

Organize Companies

Sample

Company Mame

Step 7: Enter the Company Name and Address, then click Next.

Mew Company Wizard |E' | 28

|"\

Company Mame:

Address:

Fizcal vear

< Back

g¢ Pleaze enter your company infarmation...

Compary Hame
1234 Street Mame
City, State Zip
Counkmy

2m5

Cancel

Step 8: Enter the Bank Name and Company Currency description.
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-~

MNew Company Wizard |E| | 2 .|1

8 ‘four main bank account is...

Bark Mame: |Bank Mame

Currency: U5 Dallars

L )

Step 9: (Optional) Enter the name of your default sales tax code and the tax % rate, then click Next. If
you do not wish to enter a tax code at this point, it can be done later through the System Setup. If you
choose not to enter your sales tax in this step, just leave the fields blank and click Next.

. =)

Mew Company Wizard

g Sales bax pou collect [if applicable]...

TaxMame: ||

Step 10: Click Finish.
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-

Mew Company Wizard | (2 ' |

B ‘vou have now entered all the basic information ta

beain uzing Filat ERF.

A zample chart of accounts will now be added.
You can add, madify, or delete GL accounts to
zuit the needs of pour company.

'ou can alzo add more bank accounts,
curmencies, and taxes. See on-line Help.

< Back

Cancel

The new company will now be created and log you into Pilot. Your company is now ready to use and
you can begin importing or entering data. NOTE: Only the user account with which you created the
company will have access. To grant access to the new company see step 11 below.

If you have created users under the Setup — User Security menu, you will need to give the appropriate
users access.

Step 11: Go to Setup — User Security. Double click on the user you want to give access and check the
company name under the “Allowed Databases” window. Click OK to save. NOTE: If the useris
currently logged into any company in Pilot when you grant them permission to the new company, they
will need to log out and back into Pilot to access the company after you hawe created it.

|=5| Security

5| User

m|] (=@ |/ )

Users 9 New |x Delete| | Login Name |User

Login

User

Full Name Full Name |User Name

User Name Suspended
Allowed Databases
Sample

Company Name

E-Mail Settings
E-Mail Address

|1

[mil] = =] = |

Password |*¥**

¥ Delete

User Statistics
lUser Created: 11/25/2015

Access Count: 0

Last Access:

oK Cancel
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4.2 New Company Startup

This guide will walk you through the basic company settings required when setting up a new company.
Please refer to the help or user guide for details on all settings and fields in Pilot ERP.

For help with creating a new company in Pilot ERP, please see New Company Creation or the New
Company - Quick Start Guide available on the support website knowledge base.

Getting Started

Your new company in Pilot ERP is configured with default settings for standard use. When you choose
to set up your own company, a New Company Wizard will assist you to enter the basic information
required to use Pilot ERP.

The wizard adds a sample chart of accounts, and sets up 1 bank, 1 currency, and 1 sales tax. You can
then add, modify, or delete GL accounts to suit the needs of your company. You can also add more
bank accounts, currencies and taxes.

The wizard also sets up 1 location “Our Warehouse” for the inventory. And again, you can add more, if
required, when you are ready.

After setting up any additional banks, currencies, taxes, etc. your next step is to enter your vendors,
customers, and items.

You are now ready to use the Inventory, Purchase Orders, Sales Orders, and Manufacturing, Accounts
Payable, Accounts Receivable and the General Ledger.

You can enter any outstanding invoices for your vendors via AP Inwices, and enter any outstanding
inwoices for your customers via AR Inwices. Or you might find it easier to pay all your AP invoices now
from your old system (whether you mail the Checks now is up to you), and use your old system to track
money owed to you from customers. Then you only need to enter the total AR amount owing (by JV to
Accounts Receivable Journal as per the sample data, see JV no. 1001), and the payments (by JV, see
JV no. 1015 To record AR payments entered to old system).

GL opening balances are entered by Journal Voucher. There is an example in Examples of Journal
Vouchers and a more detailed, multi-currency example in the sample data. Typically this JV is entered
to last period, with data from the trial balance report for last period. Alternatively if you prefer the opening
balances to show in the “opening balance” fields for this year, then you would enter the JV to the last
period of last year, and then run the year-end from the Your Company - GL screen. Note: To do this you
need to enter the Fiscal Year as last year on Your Company before entering any JVs.

Pilot ERP Order Flow

The chart below shows the basic order flow in Pilot ERP.
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Pilot ERP Order Flow

!

Receipt Finished Close Work Order
Goods

Customer Places Quote Customer
Order (Optional)
Enter [tems ; Generate
i Purchase Orders
h i
Enter Sales Order Create Bill of Material ; Print/ Email PO
or Convert Quote | Add Labor (Optional) -
Create Work | Print Work ; P eccive It
Order(s | Order i ecetve ltems on
© . PO -Inv. Receipt
Iszue Marenal and '_G;_nr_-ra;; -;Pl.;.;“:‘t;a-s-en-i ' -
Labor to Work Ovder TR Orders ; : Enter AP or PO
(WO Transactions) i 1 i Invoice

Available . . .
Print Pick List
to Ship ¥
-._______,_.--"""'-FF.__
¥
Order Picking & Print Bill of
Generate Shipment Lading
-._______,_.--"'""_F.___
¥

Invoice 30 )

1. Required Company Settings

When you create a new company in Pilot ERP, there are 3 required settings that will need to be created
in order to begin using the system. You must enter at least 1 entry to for the setting screens below.
These are located under the main System Setup.
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ltem Types

ltem Types are required for all items created in Pilot. The ltem Types screen displays item types in a
list.

.,
[tern Types

veu ||| X | 51]1(@
Item Type Mame Inventory  Costing Method Exdude from MRP Subcontract Service LaborfCverhead ]
Dressing for Salad Standard |:| D
Finished Good Average |:| D
Finished Goods Average |:| D
Inactive Average |:| D
Jam Standard |:| D
Labor Standard |:| D Labor
Owerhead Standard |:| D Owerhead
Packaging Material Average |:| D
Raw Material Average |:| D
Sub Azzembly Average |:| D ™

ltem Types are used to group items. Example: Raw Material, Packaging Material, Widgets, Brackets,
Sundry, Labor, etc. This facilitates selecting items when entering orders, etc., and printing reports sorted
and/or summarized by item type. You specify on the ltem Type which costing method should be used
and whether items in the Item Type are inventory items.

To add a new item type: click the New button.

To edit an item type: double-click the item type. Or select the item type and press Enter.
To delete an item type: select the item type and click the Delete button.

Customer Types

All customers created in Pilot must be assigned a Customer Type. The Customer Types screen
displays customer types in a list.

Customer Types

vew ||| 4]/ @
Type Mame Default Pricelist -
Customer Main i
Government US Customers
Wholesaler Preferred Customer
W

Customer Types are used to group customers. Example: Food Senice, Government, Distributor, etc.
This facilitates selecting customers when entering orders, etc., and printing sales analysis reports
sorted and/or summarized by customer type.
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To add a new customer type: click the New button.

To edit a customer type: double-click the customer type. Or select the customer type and press Enter
or click the Edit button.

To delete a customer type: select the customer type and click the Delete button.

Vendor Types

All Vendors created in Pilot ERP must be assigned a Vendor Type. The Vendor Types screen displays
vendor types in a list.

Vendor Types

e )| X 61@

Vendor Type ~
2dmmiin :
[ Feventony

SalezRep
Shipping
Subcontractor

Vendor Types are used to group vendors. Example: Inventory, Shipping, Admin, etc. This facilitates
selecting vendors when entering inwices, etc., and printing reports sorted and/or summarized by vendor
type.

To add a new vendor type: click the New button.
To edit a vendor type: double-click the vendor type. Or select the vendor type and press Enter.
To delete a vendor type: select the vendor type and click the Delete button.

2. Entering Master Records
Creating ltems

Inventory ‘items' (parts) represent materials or senices that you manufacture, purchase and sell. Pilot
ERP keeps track of the quantity on hand, value of your inventory, average cost, etc. Through inventory
part items, you can keep track of how many items remain in stock after a purchase, manufacturing
usage or shipment, how many items you have on order, your cost of goods sold, and the value of your
inventory.
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E Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
. = =2 Ime
o ) g T3 ¢ ) ) )
ﬁ Home % System Sstup o] Inventory (‘ Sales S‘?. Saryice E i D Reports =) ¥ Accounting Transfer
Items € New | I Deter=| | Bl copy | B prine +| %3 Refresh| (@) Help 3 Buport v fem Anahysis W Show History and Quantity
|:| Form View
e Mew Item Search by Search for Starts with ftem No.: Description:
3 Delete Selected Ttem [tem No | || % cear || Oorma ||] [
=y Copy Item
Print £ Suspended Item No. Item Type On Hand Qty Avg Cost  Description
T
E Inventory List
Al Ttems Materials » |:| 1001 Dressing for Salad 117 §1.17 Creamy Caesar - case 24 x 250 ml
and Routings |:| 1002 Dressing for Salad 3159 5561.03 Creamy Caezar - case 12 x 500 ml
i d
gi's;ﬁz‘i Ttem Materisls an 0 1003 Dressing for Salad 118 alian Herb - case 12 x 500 ml
] ) -
ﬁ Inventory Home |:| 1004 Dressing for Salad 205 French Vinaigrette - case 24 x 250 ml
— [l 1005 Jam 1,821 0 Strawberry Jam - case 24 x 250 ml
Items O 1007 Jam 42 Strawberry Jam - case 12 x 500 ml

To add an item:

1. Go to the Inventory | Items screen.

2. Click "New ltem" at the top left of the Item screen.

3. Pilot will automatically provide you with the next sequential ltem number. This is used to identify the
unique item. You can continue on or change the item number/code to suit your part number scheme.
This can be a descriptive name or number.

4. Select the ltem Type

5. In the Description field, enter the full description of the Item. If you do not have enough room to enter
the full description of the item, you can use the Additional Info field to continue the description.

6. If known, enter the Standard Cost, Unit Weight, Qty Per Batch, Revision, applicable Tax Codes,
Minimum Stock Qty, Drawing Number and Lead Time to manufacture or purchase.

7. If this item can be sold, enter the price into the Price List.

8. Click OK to sawe the item and go back to the Items list.
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Creamy Caesar - case 24 x 250 ml
ftem no. |1001 | ltem Type: Dreseing for Salad ~ Edit ttem Types [ suspended Read Only
Description: [Creamy Caesar - case 24 x 250 ml | adatonal nto: —
Last Edit:  Admin
General Stock Status Pricing/Discounts  Commission  Bill Of Materials  Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Desc| * | *
Inv. Costing and Control Other Settings Lot and Serial MRP
Qty On Hand: 117 Revision: l:l [ Lot Contral Main  Locations
Malue (Qtv x Cost) .
Drawing No.: 324342432 Serial Control Min Ord Qty:
Standard Cost: 226 262.98 ot | O -
Unit Weight: Minimum Qty: 200
Wot Avg Cust:| 51.17‘ | 7.15’539| Hes
Last Cost;| 6117 [ 7asea [4] Taxable Lead Time: D
. Backorderabh Froduction Days:
Receipt Loc: | Our Warehouse w ackorderable
Usage/Shipping Loc: | Our Warehouse ~ [JExempt from Commission Production Qty:
[ warranty Ii‘ Include in Forecast
Batch Size
ftem Group: w D Hazardous Material Qty per Batch 100
ttem Master Group: - Linked File: || Materials and Wark Centers Per Batch
E'”'I:l (Double-Click to Open File Link) Additional Fields
Cycle Cnda'|:| MIFG Part Number
[ Purchased Manufactured Sold [ material test2
test3
MNotes:
test4
tests
Internal
Notes:
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts ‘WO Issues MRP by Location oK Cancel

Entering Bill of Materials

Bill of Materials can be added for your Manufactured items through the ltem > Bill of Materials screen

1. Click NEW

2. Select the item from the Item No. field.

3. Enter the quantity used to produce the batch or unit quantity of the manufactured item.

4. (Optional) enter the waste/scrap %. This will increase the quantity on the work order by that %.

5. (Optional) enter the Reference if needed.

If you want to copy a BOM from a different item in the system, click the "Copy from ltem" button, select

that other item and click "Copy" to copy the BOM from that item into the BOM screen of the item you
are in.
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Creamy Caesar - case 24 x 250 ml

ttem no.: |1UU1 | ltem Type: Dressing for Salad ~ || [i£] Edit tem Types |:| Suspeng

Description: |Crean‘r}-r Caesar - case 24 x 250 ml | Additional Info:

General Stock Status  Pricing/Discounts  Commission Bill Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matin| *

[ new | 3¢ petete] | [-[5 oy om tem | | (@) v | @ own | Tl em | | [ 55 xpon

Material required to produce 1 batch (100]): [JPhantom [ =ales kit Sales Kit use Parent Cost

Single-Level Multi-Level

ﬂ\l:ine ||tem no. |Descri|:|tinn | Phantom | Quantity |Wa.5te I3»{a|Referencr: ~
4 1026 Non-Fat Grated Parmesan Cheese (Kg) [+ Slline 1

e 1025 Eqg Yolk (L) 7 5 2 ply

B 4 1021 Worcestershire Sauce (L) T 5|2 ply

s 1023 Dijon Mustard (L} 12 5

s 1027 Minced Garlic (Kg) 10 5

u 7 1022 Anchovy Paste (L) 10 5

= 1014 Salt (Kg) 1 5

u 9 1015 Pepper (Kg) 1 5

_‘10 1040 Jar 250 ml 2400 3

_11 1051 Creamy Caesar - label 250 ml (1000} 24 3

: 12 1048 Plastic cap (1000} 24 3 ”
Motes for item 1026 [ erint this items notes on work order

test multiple lines in notes copy

dsdsjkaljfkl

fdsjaf,jsdkla; fikids;ajfkl,=da

fedjakifidks

fdsakilfidksla:ifkids:aikfl.da: fik

Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO lzzues MRP by Location

3

Creating Customers

A 'Customer' in Pilot ERP is anyone to which your company provides goods or senvices.

Customers are presented in a list format under the Sales | Customers screen. The list contains the
customer name and additional information about the customer and can be printed or saved to a
spreadsheet.
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E Pilot ERP - Pilot ERP Software

File 5Setup View Data Collection Web Links  Windows Help
N Home System Setuy I Invento 8 Salkes E% Service m Manufacturi iFs Purchasi Acoounti Reports = Accounting Tr
f== oy |[ 52 ng ng ing pof ng
Customers [ €D New Ix DHete] “@ Emai ] |[ 1= print “[ # New 50 IEJ Credit Status ] |[p Cmtacts-earchl SO ship 1o Search
€3 New Customer
- Cust Ho.: Name:
3 Delete Selected Customer g | me
@ Email Custome £ Suspended Customer No.  MName Customer Type Contact
o
B |:| 1001 Better Foods Corp. Customer Mark Jones.
Print O 1005 Cool Foods (1867) Lid. Customer Jack Buyerman
3 |:| 1020 Food Distributors Inc. Customer
E Customer List - -
O 1018 Foreign Food Stores Lid. Wholesaler Ronnie
g statements —] : -
[l 1004 Lucky Foodmart Inc. Wholesaler Brian Smith
O ] Miscellaneous Cash
* i —, L [l 1002 Quality Foods Inc. Wholesaler Joe Cruthers
|:| 1003 Znadro Superstoret AG Customer Hanz Flailing
% Internet Crders
ll_lev__‘ Quotes
=1
Orders
Shipments
AR Invoices
[ ]
&‘ Customers

To create a new Customer:

1. Go to the Customer screen under the Sales menu.

2. Click 'New Customer' at the top left of the Customer screen.

3. Pilot will automatically provide you with the next sequential customer number. This is used to identify
the unique customer. You can continue on or change the customer number/code to suit your naming

method.

4. In the Name field, enter the name of the Company or individual. This name will appear on all orders,
shipments, invoices and reports for that customer.

5. Complete by entering the customers main billing address and contact information. If the customer
has a shipping address different from the billing address, you can enter it into the Ship To tab on the
customer card.

6. Enter the Customers Tax Code(s), preferred shipment methods and payment terms on the Terms/
Sales tab.

© 2022 Pilot ERP Software



Getting Started 29

& Better Foods Corp.

Customer no.: | Ul Customer Type: | Customer £ Edit Customer Types Created:l:l Entered By:

Name: ‘Eaﬁer Foods Corp. ‘ |:| Suspended Last Edit:  Admin

Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts Notes Invoices Payments Documents Custom  Print Options Emails  tem History

Address Contact

Phone: |555-4545
Better Foods Corp.
Fax:

Contact: Mark Jones

Hame:

Address: |899 Fraser Way

E-Mail: |mjones@bfc.com =
City: |Richmond | |
State: |ZZ Web: |www.bfc.cum | o
ate:
Zip: [12345
Country:

Creating Vendors
A 'Vendor' in Pilot ERP is any company or individual which provides goods or senices to your company.

Vendors are presented in a list format under the Purchasing | Vendors screen. The list contains the
vendor name and additional information about the vendor and can be printed or saved to a spreadsheet.

B Pilot ERP - Pilot ERP Software

File  Setup  View Web Links Windows Help

. . =Y
I3 ) ) ) :
ﬁ Home % System Sty s Inventory “ Sales b';‘?. Sarvice E Reports =% ¥ Accounting Transfer
Vendors [ €D New Ix Delete] H@ Emaik ]| 124 print |[ # New PO ] |[G Ref;eshl © b ]H 3 Export v] ||7 Show invoice and payment history
€ New Vendor N —
x Delete Selected Vendar Ewmnr Nn—l | Na”'el—|
@ Email Vendo £ Suspended Vendor No. Name 1099 Contact Phone Balance
i
T |:| 1002 Building Management Inc. Mr. Martin 555-8965 $3,103.00
Print || O 1004 Fast Courier [ dim 1(800) 5556788 £251.85
O 1003 Hydro Electric Company O 555 7846 $133.75
E Vendor List 5
O 1001 John McTavish (salesman) [] John 5555000 545507
|| O 1015 MM Subcontracing O
O 1005 Office Stuff Inc. [m] Brian 1(800) 5558963 3627 45
m |
ﬂ Purchasing Home [l 1008 Sunshine Food Supply Inc. [m] ‘era 555-7298 52504.38
] O 1009 Tax collector for Tax1 [m] $1,352.49
(=9 Quotes 0O 1010 Tax collector for Tax2 O 5624.40
o —— | O 1007 Z7 Tel Ol 555-4567 52,030.33
‘ O 1006 Znadro Supply AG m] Litz 1{205) 555-7891 55,268,560
E Inventory Receipts || O 1014 test O
%‘ AP Invoices
[ ]
&‘ Vendors

To create a new Vendor:
1. Go to the Vendor screen under the Purchasing menu.
2. Click 'New Vendor' at the top left of the Vendor screen.

3. Pilot will automatically provide you with the next sequential vendor number. This is used to identify
the unique vendor. You can continue on or change the vendor number/code to suit your naming
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method.

4. In the Name field, enter the name of the Company or individual. This name will appear on all
Purchase Orders and AP Checks and reports for that vendor.

5. Complete by entering the vendors main billing address, contact information, payment terms and
preferred shipping method from vendors location.

Building Management Inc.

Vendor no.: Vendor Type: | Admin ~ Edit Vendor Types  Created: l:l Entered By:
Name: |Building Management Inc. | [ suspended Last Edit:  Admin
Address Contacts Locations Notes PO's Documents  Print Options Emails
Address Contact

om ]

City: Contact: [Mr. Martin |

State: _ E-Mail. | =
Zip: Web: | |.

Country: |

Address: |395 Oak Court

Terms Other

Dizcount %: Currency: |Domestic Currency £

Discount days: Default Description: |Rent |

Tax no./Business no.

Default number of days to due date: GL Account No.: l:l [

[ From End of Month
~ ~ ~ ~
Terms Description:

Net days:

000

| | Sub Account 1 Sub Account 2 Sub Account 3 Sub Account 4
Default Freight Method: £
Taxes
Tax 1: - Edit Default Carrier: ~
] 1099 b
Tax 2 ~ Edit |
Default Manufacturer: ~

Bank Account No: |

Default Payment Type: | ACH e

oK LCancel

With this starting information added, you are now ready to begin entering Sales Orders, Purchase
Orders and Work Orders into Pilot ERP.

If you are moving from another software system and have your ltems, Bills of Materials, Customers and
Vendors available in a spreadsheet or text document, you can alternatively import that startup
information using the Data Import Wizard.
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5 Data Import

Import Wizard Overview

Create Source File First

Before using the import wizard, you will need to create an export file from your other system, unless
your other system is in a data format that can be directly connected without an intermediate table
created. Even with your data exported into a compatible format, you may be required to edit the data
into the specific fields required in Pilot ERP for import.

Opening Screen
System Setup - Import Data Wizard

Data Import Wizard

| t: Legacy Impartz EmorLog  Imparted Values
g Choose a Table.

Cuztomers Start [mport
Yendors Wizard
[temsz

Billz of b aterial - kd aterialz

Billz of Matenal - Routings

GL Accounts

Yendor [tems

[Fventony Adjustrmentz

Payrall J% [rport

[tern Price List

[tern Oty Price Breaks

Yendar [tem Gty Price Breaks
Customers ltems

Custormers Sales Orders - Header
Customers Sales Orders - Details
Custormer Sales Invoices - Header
Cuztomer Sales [nvoices - Detailz
Cuztomer Ship To

Customer Payments

Wendor PO - Header

Yendar PO - Detailz

Yendor Purchaze Invoices - Header
Yendar Purchaze lnvaices - Detailz
Yendor Payments

t anufacturer

t anufacture [tems

Cancel Help

On the opening screen, select the information you wish to import from the Table List, then click the
"Start Import Wizard" button.

Step 1 — Select File Format
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H Customers

File Format = e
Thiz wizard allaws vau ta specify detailz on haw you waould like to import = @&
data. Pleasze select the file format of the data wou would like toimpart, = ,_EZ-

- =
Q |éTE:-:t file [* tat] () Parado file [7.db)
Q wiord file 7. doc) () DB aze file [*.dbf)
LJ-I (3 M5 Windows clipboard () M5 Access databaze [F.mdb)
e @ () ADO conhection
° () Excel file [ x12) () &dvantage table [* adt]
[ () Lotus 1-2-3 file 2wk 1] () DBISAM table [*.dat)
"y () QuattroPro file [7.wagl] Clarion table [*.dat)
m (O 5PSS file [*.sav] 8
() OpenQffice spreadsheets (~odt) () HTML file [% bt himl]
() #ML file [ xml)
(kS Outloak, () windows Address Book [* wab)
() WCalendar Data file [* ves)
Specificationsz... €4 < Back *r Cancel

On this screen you will select the file format of the source file from which you are importing. Your
choices are as follows:

« Text file (*.txt)

* Word file (*.doc)

*« MS Windows Clipboard

« Excel file (*.xlIs)

* Lotus 1-2-3 file (*.wk1)

* QuattroPro file (*.wg1)

+ SPSS file (*sav)

* OpenOffice spreadsheets (*odt)
* MS Outlook

» Paradox file (*.db)

* DBase file (*.dbf)

* MS Access database (*.mdb)

» ADO connection

* Advantage table (*adt)

+ DBISAM table (*.dat)

» Clarion table (*.dat)

o HTML file (*.htm, *.html)

* XML file (*.xml)

* Windows Address Book (*.wab)
» VCalendar Data File (*.vcs)

Once your selection is made, click the Next button.
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Step 2 — Enter File Source

E Customers

File Hame &
Select the file that containg the data pou would like to impaort. @—
M

=

Irpart frarm File:

File Origir;

QII C:4Program Files [«86)4Filot ERPA\Customers. sz
h
y

Specificationsz... €4 ¢ Back *r Cancel

On this screen you will use the Import from File field to enter the path to your source file. You can
click the navigation button to the right of the field to navigate to and select your source file.

In the File Origin field, select whether your source file is originating from Windows or DOS.

When your entries are complete, click the Next button.

NUMERIC FIELDS: If the source file is other than Paradox or Dbase, numeric fields should contain
only numbers and no spaces. If a space is encountered, the import program will ignore all data to the
right of the space.

PARADOX OR DBASE FILES: If you selected Paradox or Dbase files in step 1, the program will skip
step 3 and step 4 screens and will take you directly to the step 5 screen.

If You Can’t Find Your File

If you cannot find your file, it may be that you selected the wrong file type in Step 1. Go back to Step
1 and make sure you have selected the correct file type.

ARSI Mindowms] W

Step 3 - Text Settings - Only for Text (*.txt) file import. If you selected another format such as .XLS,
the import wizard will skip this step and go to step 4.
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w Customers
Text Settings e
Select the appropriate delimiter uzed to zeparate the fields in the data file. = ﬁ"'—‘ p
= N
=

Q (®) Delimited - Characters such as comma or tab that separate each figld
Q () Fixed “Width - Fields are aligned in columng with spaces between each field
L Field defmiter
et QTab

° () Semicolon [;] Fecord separator; CRLF ~
h

Py

oo
() Mone

() Other symbal; I:I

Specificationsz... €4 ¢ Back i Cancel

You will only need to use these settings if your source file is in text (*.txt) file format.

First, indicate whether your source file is in Delimited or Fixed Width format.

Delimited means that data fields are separated with a defined character such as a semicolon, comma,
space, etc. Fixed Width means that your source file fields have fixed lengths such that each field’s
first character can be defined position within the record.

If you selected Delimited, choose one of the following to represent the field separator used in your
source file.

Tab

Tab can be used as a separate in Word documents or when Excel spreadsheets are saved as *.txt
documents.

Semicolon

Can be used as a separator in a Word document.

Comma

Many systems will produce export files in a comma-separated format. You can also use comma
separators with Word documents or when Excel spreadsheets are saved as *.csvdocuments.
Space

You can use a space to separate words within a Word document (if each word is a separate field) or
when Excel spreadsheets are saved as *.pm documents.

None

Can be used when there is only one field to import and no delimiters are required.

Other

You can use any symbol you wish to separate fields. Enter the symbol you wish to use in the field to
the right of this option.

In the Record Separator field, chose one of the following to indicate what separates each record in your
source file.
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* CRLF Carriage Return / Line Feed
« CR Carriage Return only
* LF Line Feed only

Enter a symbol in the Text Qualifier field if non-numeric text fields (such as customer and supplier
names) are surrounded by a symbol such as a quotation mark, which is a common format with *.txt
files.

Step 4 — Data Formats

E Customers

Data Formats e
Define additional options for the data file. E.:""—‘ )

First row: Fow with figld names:

Last row: I:I Shavs file header

LL_I Dates, Times and Mumbers
“ Date Order: | Dk e Decimal Symbal; I:I

° Four Digit Years Thousand Separator: I:I
ey

Leading Zeros in D ates Currency Symbal:
Drate Drelimiter: -_
Logical walues: |True | |False |

Time Delimiter:

Specificationsz... €4 < Back b Cancel

In this screen you can enter additional import parameters.

The First Row tells the program which record should be the first one imported. For example, in a
spreadsheet the first row might be used for column headings, in which case you would specify a

 First Row of “2.”

The Last Row defines the last record to be imported. It is used if you are deliberately only importing
a portion of the source file. This can be useful with spreadsheets, for example, which could contain

* a quantity of blank lines at the end that should be excluded from the import process.

Select the Date Order in which dates are stored in your source file, as well as whether your dates

are stored in Four Digit Years, or clear the checkbox if they are stored in 2-digit format. If your dates

contain leading zeros (meaning the seventh of the month is stored as “07”), select the Leading Zeros
 in Dates checkbox.

» Enter your source file’s Date Delimiter (typically a “/” or a “-“) and Time Delimiter (typically a *:").
Enter your source file’s Decimal Symbol, which is typically a period. If your other system stores
long numbers with separators, typically commas, enter a Thousand Separator. This is not a

» common practice, so normally the Thousand Separator is left blank.

» Enter your Currency Symbol. You can leave the Logical Values field blank because it is of no
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relevance to the system.

Columns — TEXT ONLY (Fixed Width Option). If you selected .XLS you will not see this option, go to
step 5.

w Customers
Columns &
The wizard has made some quesses about where vour field breaks occur, [f = @ =
they are not correct, you can make adjuztments now, = rﬁ

Lines with arrowes gignify field breaks.
To CREATE a break line, click at the desired position
To DELETE a break line, double click on the line

LIQ‘I To MOYE a break line, click and drag it
S
~

20 an 40
PRI
L4 >

10
‘L...‘LI....I.. .I....I....I....I.‘L.
FALSE100lBet ter Foods Corp.CustomerMark
FAILSH1009Cool Foods (18673 Ltd. CustomerJ

FATLSH10Z20Food Distributors Inc. Customner

Specifications... €4 < Back »r Cancel

This screen only displays if you had selected Fixed Width during step 3.
The program looks at your source file and attempts to discern the fixed width position of the fields,
which are marked by a vertical break line against your data. If needed, you can make adjustments to
these settings as follows:

FAILSEH1013Foreign Food Stores Ltd.Tholesal
FALSE1004Lucky Foodmart Inc. WholesalerBr

» Toinsert a new break line, locate your cursor at the insertion position and make one click.

» To delete a break line, double-click on it.

» To move a break line, click on it and drag it to the new position.

Step 5 — File Preview

The file preview will show you the data from your import source.

This screen is where you match up each field in the source file with its corresponding field in this
system.

To do so, click on each column heading and you will be presented with a list of all the fields in the
target table in this system. Select the appropriate field and its field name will be inserted into the
column heading.
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NOTE: If you click the Auto-Map button in the upper right hand corner of the preview grid, the Pilot
Import Wizard will attempt to match the fields. You can modify these selections after running the auto
map feature.

H Customers

File preview
The wizard haz made some guesses about where your field breaks occur. If they are not comect, you can make
adjustments now.
Q_‘ IR_‘,:I-' uspendec» (Customerlo »| CustomerHame | iztomerTypel- Conta ~
QlI 1 | Suspended | Custoner Ho. | Hame Cuztomer Tvpe | Contact
2 | False 1001 Better Foods Corp. Customer Marl Jom
~ 3| Fal=se 1005 Cool Food= (1867) Customer Jacl Bu
-° 4| Fal=se 1020 Food Distributors Customer
Uiy 5| False 1018 Foreign Food Store Whole=saler Ronnie
m & | False 1004 Lucky Foodmart Inc Wholesaler Brian 51
7 | Fal=se 0 Mizcellaneous Cask
g8 | False 1002 Quality Foods Inc. Whole=saler Joe Cru-
— v
£ >
" Customers /
Specifications. .. L < Back 3 Cancel

Step 6 — Mappings
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w Customers

M appings = =
Set field mappings to specify the corespondence between figlds in the source and @E

destination files. : i

Destination Source

Cuztomerl D

CustomerMa

CustarnerM arne
Addrezzlinel
Addressline2

City
StateProy
FipCode
Country

I oM m 2 0 m =

L=

Suzpended

1—I—I—I—I—I—I—In—l—lﬁ

Specifications... €4 < Back *r Cancel

This screen presents the matched fields side-by-side in a vertical format. You can reassign fields in
the Source column by clicking the down arrow and selecting another source file field, if you wish.

Updating Key Fields

Data import is not just for importing data on a one-time basis. If you want to refresh selected data
fields on a regular basis from an outside source, such as a Contact Manager, you can flag the
appropriate fields for updating by selecting each such field’s Key checkbox on this screen.

For Example. If you wanted to update the customer addresses, you would set up a data file with
Customer Name (key field) and updated address fields. In step 5 (data mapping) you would map the
customer name and address fields. In step 6 of the import wizard, you would check the key check
box field for the Customer Name only. The address fields would NOT get checked. The "Key" field (in
this example the customer name) would be used to match against existing customer names in Pilot
ERP. The Customer Name would NOT be changed in Pilot. When using the update option in the last
step of the import wizard, If a customer name did not match an existing one in Pilot, it would not be
used or imported. Checking any Key check box will activate additional options on the last step of the
import (import mode) including the "Update" option.
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E Customers

M appings

destination files.

Destination

Set field mappings to specify the corespondence between figlds in the source and

Source

Cuztomerl D

CustomerMa

Cuztormert ame

AddrezsLined

Q
3
e
S

AddressLines

City

StatePraow

FipCode

@

Country

Suzpended

Specifications...

<4

| oy M om a M

1T 8

< Back

e 1

l_I_I_I_I_I_I_IH

Cancel
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Step 7 - Data Preview
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E Customers

Data preview

Q
3
e
S

©l

Specifications...

Fleaze check vour data befare imparting.

lressli+ressLi4 City |tatePrh

Customs Contact Phone
Customs Marl Jo 555-454
Custome Jack Bu 555-888
Customes

Wholesa Ronnie

Whole=za Brian 5 555-123

Balanc
523,27
$12.40

52,397
$12.40

>

i=tomerl;tomerH:

1 Hanes
21 1001 Better
3| 1005 Cool Fo
4 | 1020 Food Di
51 1018 For=eign
6| 1004 Lucky F
710 Hi=cell

£

[ ] Load when |

[ skip i |

<4

Cance

This screen displays your data under the matched column headings and gives you an opportunity for a
final review before importing takes place. You can also use the options to "Load When" and "Skip If"
to perform conditional import of your data.

Saving Specifications for Future Use
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Data preview
Fleaze check vour data befare imparting.

Import specification

Q
3

[ Ealanc
! < Impart specification I
o 523,27
- | Customer Jmport specification | -
. ek 512, 40
{ ° 7 Import fram File; |
::.- T | CAProgiam Files (486)Fiiot ERPCustomers. smi L] T
m 512, 40

I k. Cancel v
[ >
. [ ] Load when | |

[] Skip i | -

Specifications... | €4 < Back et > *r Cancel

You can save your import settings so that they can be used again without having to go through all the
setup steps each time. To do so, click the Specifications button at lower left. A screen will appear
containing a list of all your saved import specifications. Click the Save button and you can enter a
name for this set of specifications as well as a path to the source file. When done, click OK and the
name will be added to the list of available specifications.

Step 8 - Data Import
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w Customers
Summary % &
We've gathered all the infarmatian the wizard needs ta impart paur data. Please click = @—
E=ecute to beqgin the import process. : [LE'E_’

[mpart mode
(®) Append: add records to the destination table

() AppendAU pdate; if record exists in destination, update it, Otherwize, add it

() Delete: delete records in destination that match records in zource

() Copy: delete all records in destination, repopulate from the source

LJ'-I () Update: update record in destination with matching record from zource
h
Ty

Specifications... €4 < Back et = i

Use this screen to actually import the data. Your final step is to select an Import Mode from among
the following options:

(") &ppend Mew: add records only if they are not in destination table

Append
This option adds records to the target table. The only time you should use this is when the target
table is completely empty and you are importing for the first time.

Update
If you highlighted a “key” field in step 7, then this option is activated. The existing target table records
will be updated by the import in the key field only. No new records will be added.

Append/Update

If you highlighted a “key” field in step 7, then this option is activated. The existing target table records
will be updated by the import in the key field only, and if any new records exist in the source table,
they will be added to the target table and will include all the fields.

Delete

If you highlighted a “key” field in step 7, then this option is activated. This will delete any record in the
dataset whose key currently matches the import record’s key.

CAUTION: In general, the Delete function should only be used with supplier catalog tables in the event
that catalog items become obsolete and are to be removed from the catalog. Do not use the Delete
funciton with other system tables because many tables are linked with other tables, which makes
deleting records dangerous if not done properly.

Copy
This option deletes all records from the target table and imports a completely fresh set of records.
Once you’ve made your selection, click the Execute button to begin the import. When completed, you
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will receive a message indicating that the operation was successful.

Re-Importing Using Saved Specs

To re-import using saved specs, select the Import option on the opening screen, highlight the table you
wish to import into, then click the Import button.

On the next screen, click the Specifications button in the lower left portion of the opening screen.
Highlight the item you want in the list of available specifications window, then click the Load button.
This will load all your saved settings into the import wizard screens.

You can now cycle through the screens and change any settings you wish. When done, click the
Execute button on the last screen to run the import routine.

Exercise Caution with Delimiters

If your source file is in a *.txt format using delimiters such as commas to separate the fields, make
sure that the delimiter you are using is not used within the data itself. Otherwise the import wizard will
falsely identify data as delimiters and will import data into the wrong fields.

If you are using commas (,) as separators, commas can be within a data field as long as the field is
bracketed on both sides by quote marks (“...”). Most export programs will create text files in this
manner for you.
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Home Page

Top Previous Next

Home Page

B Pilot ERP - Pilat ERP Software

File Setup Miew [= =ction Web Links  Windows Help

.
5 = . fEE .
%Wsmm Setup = Inventory (‘Saiﬁ g'?. Service E Manufacturing  § F5.. Purchasing Accounting . Reports 3 Accounting Transfer
5 reteesn || g1} w0l serings
Open AP by Vendor R || Purchase by Item 0| summary  Overdue Shipments  Itemswl * |
Open AP by Vendor Purchases by Item P
000.00 .
87, xado salt (k) Open Mfg Orders: 29
24, 268. Open Purchase Orders: 19
$6,000.00 Dried Basi {Ka)
$5,000.00 Total Sales Month to date: 0,00
Apricots (Kg)
Total Sales Quarter to date:  $100,00
£4,000.00 Sugar {Kg) Total Sales Year to date:  $100.00
3,103.00 )
§3,000.00 Balsamic Vinegar (1) Total Bank Balance:  $100.00
4 604,38
030.33 Metal lid (1000 Total Inventory Value:  $231,813.67
$2,000.00 : kil id (1000)
1,352.49
Jar 250 ml
$1,000.00 2795 cpcc0y
£133.75 Pepper {Ka) 12300 ]
50,00
Znadro Sup... Sunshine... Tax colle... Tax cole... Fast Cou... o 4000 8000 12000
Building ... ZZTel Office 5t... JohnMc... Hydro Electric ... 2000 &000 10000 14000

Print Customize Chart | ; [yl Column diagram Print ‘ ‘ Customize Chart | . B Bar diagram
Sales by Item | Open AP by Wendor Sales by Customer | Purchase by Item

Open AR by Customer 1 || Bookings by Item 1
Open AR by Customer Bookings Ranked by Item

$25,000.00 323 373,13

£20,000.00
[ Creamy Caesar - case 12 x 500 ml

$15,351.09 I Peach Jam - case 24 x 250 ml

$15,000,00 1 )
[ French Vinaigrette - case 24 x 250 mi
W Raspberry Jam - case 12 x 500 ml

£10,000.00 - [ Italian Herb - case 12 x 500 ml
I Apricot Jam - case 24 x 250 ml

£5,000.00 1 @ Creamy Caesar - case 24 x 250 ml
§2,397.00
80,00
Better Foods Corp. Lucky Foodmart Inc, Foreign Food Stor...
uality Foods Inc.  Cool Foods (1867... Znadro Superstore... B
e ¢ - Print Customize Chart | | & Pie diagram
‘ Print. Customize Chart | | |_|]]l Column diagram i
- Sales YTD ‘ Cashflow YTD | Sales by Salesperson | Purchases by Vendor lBookings by Item I
Pilot ERP 1.8.3.558 i To: Pilot ERP User: Admin

The Pilot ERP Home Page graphically displays important information about your business such as:

. Top 6 Customers by Sales (Year to Date, Quarter to Date and Month to Date)

. Top 6 Vendors by Purchases (Year to Date, Quarter to Date and Month to Date)

. Top 10 Total Sales by Product (Year to Date, Quarter to Date and Month to Date)

. Top 10 Products by Total Revenue (Year to Date, Quarter to Date and Month to Date)
. Open Receivables

. Open Payables

The Home Page also lists current Backorders and Overdue Shipments with drill down capability.
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Several Key Performance Indicators (KPI's) are also available on the Home Page with drill downs.

. Total Open Sales Order Count

. Total Open Manufacturing Orders
. Total Open Purchase Orders

. Total Sales Month to Date

. Total Sales Quarter to Date

. Total Sales Year to Date

. Total Bank Balance

. Total Inventory Value

Each KPI graph can be printed, customized and re-sized or re-arranged on the screen. These
changes will only apply to the specific user account logged in when making those changes.

There is a "Refresh" button on the screen to update the KPI data for any changes since the user last
logged in.

The KPI Settings button will allow you to show or hide any KPI's on the Homepage.
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7

71
7141

7111

System Setup

General

Your Company

Your Company Top Previous Next

System Setup | Your Company

This screen is for entering info related to your company, such as the name of your company, current
fiscal year and preferences for each module. The company settings screen should only be made

available to "admin" level users. User Security groups have an option to allow access to the Your
Company settings screen.

General Settings

The General Settings tab is where the company name, address, website and logo for the company can
be entered.

‘four Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail  Support  Utiities D ata Dictionary

Logo
Company Mame:

Load...

Address | A727 Cemlean Way

| Clear

City: |F|0und Rock | State: |T>< |
Zip Code: TEEA
Phone: 512-535-4201 Linked Document Falder Type

(® Mormal Installation (D efault]

(O Hosted
Tan/Business no.: |BN 123456783 O Custom
Default Currency: | Domestic Currency ~

‘wiebsite: | |

Sorting For Order and Invoice Screens [By Date)
(® Default

(O Ascending

(O Descending

Ok Lancel Help

Fields

Company Name
Your company name. This prints on AR inwoices, some reports, and displays on the Pilot Launch Pad
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(top left) if menu View | Company Name is selected.

Address
The address of your company. This prints on AR invoices.

Phone
The phone number of your company. This prints on AR inwoices.

Tax no./Business no.

Some jurisdictions require that your tax number or business number is printed on your AR inwices,
such as GST Registration no. in Canada. If so enter it here along with the title as it should appear on the
invoice.

Example 1: GST Registration Number: R123456789

Example 2: BN 123456789

Default Currency

Select the currency of your main bank account. If you need to add a new currency to the drop down list,
click the “3 dots” button. When setting up vendors and customers you specify the currency, thereby
setting the currency for their inwices. If you specify the default currency here, this information will be
entered automatically. For more info on multi-currency operation see Multi-currency Overview.

Logo
Load your logo (.bmp format) into the screen and it will automatically display on your Sales Quotes,
Orders, Bill of Lading, Invoice and Purchase Order.

Linked Document Folder Type
Define which folder is used by default for linking documents in Pilot.

Normal Installation (Default): If Pilot is installed on your local PC(s) or server, you would leave this
option checked as the default.

Hosted: Used if your Pilot ERP is hosted on a remote serer. If hosted by Pilot ERP Software, your
support representative will set up this option.

Custom: This option can be used when hosting on a remote serer not provided by Pilot ERP Software.

Sorting Order for Invoice Screens (By Date)

This determines the default sort order in the Sales Quotes/Order, AR Invoice, Work Order, Purchase
Order and AP Inwices screens using the date of the order or inwice. This setting applies to all users in
the company.

Default: The default is for all "Order" screens to be sorted ascending by date with the earliest orders
at the top of the screen. The Inwices are sorted descending with the latest invices at the top.

Ascending: All screens will be sorted in ascending order with the earliest orders and inwices at the
top of the screen.

Descending: All screens will be sorted in descending order with the most recent orders and invoices
at the top of the screen.

7.1.1.2 GL Settings

(Your Company - G/L)

The G/L tab in Your Company is where you will define your fiscal year, accounting period settings, GL
options and default GL accounts. This settings in this screen will apply to for all modules and
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accounting options in Pilot ERP.

Your Company

General G/l AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail Support  Utiities D ata Dictionary
Accounting Periods Default GL Accounts
Fizcal Year 2020 (E Drefault Period: l:l l:l
Sales: 4000 Sales w
‘wam if before: 202 “warm if after:
Error if befare: 2021 Error if after Cost of Goods Soid: | 5000 Cost of Goods Sold w
Irveentary: 1200 Inventary w
[m] Use Custom Perinds
Fizzal vear Start Month
O danuary O July Freight Out: 28 Freight -
(O February (O August . | 8
Freight In: 5130 Freight I ~
(O March (O September
O il (O October
O My O November Cornmizsion Ex (5100 jssi
pENzE: Commizzion Expense w
O June (O December
Commission Payable: | 2033 Commiszion Payable ~
Pasting Options Customer Deposits; | 2035 Customer Deposits -
Batch Paost JY Entries
Usze POz Received Mot [rnvoiced [RMI]
Wwork In Progress: 1240 Wwork in Process w
[ Suppress RMI GL accrual entry at time of |rventary Feceipt J
‘whork Order Labor.  [5210 Abzorbed Labor ~
Poszt Inventory Adjustments
: 5580 ~
PastWark Dider Transactions Overhead: Absorbed Overhead
[ Use Location GAL Accounts WP Wariance: 51580 WP Wariance w
Calculate Gain/Loss on Foreign Curency
@ Irwvoice (O Payment - . .
FO RHI: 2ma Received Mot Invoiced w
Allow Foreign Curency Change Subcontract Service: | 5300 Subcontract Cost ~
[ Past ¥ in Default Curency PO % ariance: 505 RMI Adjustments -
AP Tax: EE45 APT ~
ber o o
Default Bank Account: | Bank - Domestic w
EFT Falder:
Ok Lancel Help
Fields
Fiscal Year

Your current fiscal year. This is the calendar year of your last fiscal period.

Example: If your current fiscal year ends December 2020 then your current fiscal year is 2020, and
period 01 is January 2020.

Example: If your current fiscal year ends in March 2020 then your current fiscal year is 2020, and period
01 is April 2019.

After entering transactions (inwoices, etc.) you can only change the fiscal year by clicking the Year-End
button.

Default Period (optional)

Only use this if you want to override the period for the date selected on the transaction in Pilot. We
recommend that you do NOT enter a default period except for special circumstances. If you use this
optional feature the system will use this period on new inwices, PO's, payments, Journal Entries, etc.
as the default regardless of the date selected.

Warn if before... or after
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Pilot ERP will allow transactions to any period in the current fiscal year or beyond. To prevent
accidentally entering data to the wrong period, you can specify a range of periods so that the system
can warn you if you enter a period outside this range. If you use this optional feature, you will typically
change the range at the start of each period.

Example: 02 2021 03 2021 - these dates would give a warning for any transaction date before 2/2021
or after 3/2021

Error if before... or after

Pilot ERP will allow transactions to any period in the current fiscal year or beyond. To prevent
accidentally entering data to the wrong period, you can restrict the range of periods allowed by the
system. If you use this optional feature, you will typically change the range at the start of each period.
Example: 01 2021 03 2021 -these dates would give a an error and prevent the transaction from being
saved or posted for any date before 2/2021 or after 3/2021

Use Custom Periods

If this option is selected, then the GL will use the Accounting periods under the System Setup >
Accounting section to determine the correct periods. If your fiscal year is not the same as the calendar
year you will need to select this option, select the month your fiscal year starts and enter your
accounting periods in the setup screen under Accounting.

Posting Options

Batch Post JV Entries

If this option is selected, the system will not prompt to post the JV entries for AR Inwices, AP Inwoices,
Customer Payments and AP Checks in each individual module. The posting would be done through the
Accounting > Journal Voucher screen.

Post PO Inventory Receipt Transactions
If this option is checked, the system will generate Journal Vouchers for Purchase Order Inventory
Receipts. If the option is not checked, then no journal voucher will be created.

Post Inventory Adjustments
If this option is checked, the system will generate Journal Vouchers for Inventory Adjustments. If the
option is not checked, then no journal voucher will be created.

Post Work Order Transactions
If this option is checked, the system will generate Journal Vouchers for Work Order Usage and
Receipts. If the option is not checked, then no journal voucher will be created.

Suppress RNI GL accrual entry at time of Inventory Receipt

This option allows you to utilize the Received Not Invoiced feature for PO inwoicing and Received Not
Invoiced reporting, but does not create a JV when PO's are received or track PO Received not
invoiced on the GL. If you select this option, the GL entry for Inventory will occur at the time of
invoicing, not receipt, so your Inventory Value reports may not match your Inventory on the GL
because of receipts that have been posted but not yet inwiced. Inventory quantities are still updated
at the time of receipt.

Use Location G/L Accounts

This option activates Default GL Account selections in the Inventory Location setup screen for each
location. If selected you must assign GL accounts for each location which will be used for
Manufacturing and inventory adjustment transactions. The GL accounts that can be assigned to each
location are: Work in Process, Work Order Labor, Work Order Overhead, WIP Variance, Inventory
Adjustments.
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)
Cur Warehouse

Location Details | Default GiL Accounts

WP 1240 Wwork in Process o
Labor: 5210 Abzorbed Labar o
Overhead RRan Abzorbed Overhead e

WIP “ariance: | 5150 WIP Variance ot

I Adj: a000 Cost of Goods Sold o

OK Cancel

Calculate Gain/Loss on Foreign Currency
This option allows you to select whether the conversion for gain/loss on foreign currency conversion
happens at the time of inwice or when the payment is entered. The default is at the time of inwoice.

Allow Foreign Currency Change
If this option is checked, the foreign currency and rates display on the orders, inwices and payments
screens and can be changed by the user.

Post JV in Default Currency

This option allows you to change how the Journal Entries (JV) amounts are posted for Inwices,
Payments, etc. By default this option is not checked and the system will post a currency conversion
either at the time of inwice or payment depending on the option selected on the "Calculate Gain/Loss
on Foreign Currency" setting. If the "Post JV in Default Currency" option is checked, the JV will post in
your default domestic currency value. There are rare occasions where this would be needed but most
companies would NOT use this option.

Default Bank Account
Select the default bank account to be used for Customer Payments, Deposits and AP Checks.

Other

Default Bank Account
Select your default bank account for AR Payments, Deposits and AP Payments.

EFT Folder
Customizable feature for EFT banking files. This feature requires custom integration and you must
contact sales@piloterp.com for integration with your bank.

Default GL Accounts

The default GL accounts assigned in this screen will be used for new inventory items, carriers,
commissions and work orders.
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Default GL Accounts: Sales, Cost of Goods Sold, Inventory

Select the GL accounts to be used as defaults when setting up new items. If you need to add a new GL
account to the drop down list, click the “3 dots” button. When setting up items (or senices) for sale you
specify the GL accounts to be used for each item. If you specify default accounts here, this information
will be entered automatically.

The default selections include:

Sales

Cost of Goods Sold
Inventory

Freight

Commission Expense
Commission Payable
Customer Deposits
Work in Progress
Work Order Labor
Overhead

WIP Variance

PO Received Not Inwiced

7.1.1.3 AP Options

(Your Company - AP Options)

Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail  Support  Uliities D ata Dictionary
Optional Entry Fields

Purchase Order
Invoice Description
Disable Irnvoice Grid Additional Features

Check Print Format

(® Format 1 - Standard (Default)

(O Foimat 2 - Canada

Qg Lancel Help

Optional Entry Fields “Purchase Order” and “Invoice Description”
Select whether these fields are to display on the AP inwoice screen. If you do not want to record these
fields when entering new inwices, you can uncheck them here to simplify the AP inwice screen.

Disable Invoice Grid Additional Features
If this option is checked, the filtering and sorting in the AR Invoice screen will be disabled.

Check Print Format
Select the format of the check you wish to print. Checks can be ordered on-line through our website or
by searching for Quickbooks ™ compatible checks with your preferred business forms provider.
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Format 1 is designed for all US and foreign companies except Canada.
Format 2 is designed specifically to accommodate the CPA standards.
7.1.1.4 AR Options

71.1.5

(Your Company - AR Options)

Your Company

General G/ AP Options AR Options  |nventory  Sales  Service Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail  Support  Uliities  Data Dictionary

Mew Customer Defaults

Price Lis Man e

Default Terms

Discount % l:l
Dizcount days: l:l
Met days: l:l

Ocop.

Terms Description:
NET 30 v Edit
[ From End of Month

Ok Lancel Help

New Customer Defaults

Price List

Select the price list to be used as the default when setting up new customers. If you need to add a price
list to the drop down list, click the adjacent button.

Default Terms

The default terms section allows you to specify the default terms for any new customer entered into Pilot
ERP. For details on the customer terms please refer to the customer terms help.

Inventory Settings

(Your Company - Inventory)
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Your Company

General G/ AP Options AR Options  Ifwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail Support  Utiities D ata Dictionary
Options Custom Fields . X
. . Field Type Fequired
[ Dis-allow negative Inventary
jied 1: MFG Part Mumb ;
[ Show wailable Gty in S0/PO Item Search Field 1: @Text ODate OlList g
[ Show On hand Oty in 50/P0 ltem Search Field 2 | @7t Opate O O
Decimal Places for Prices 2 5
Decimal Places for Costs 2 5 @®Tewt Obate OlList O
Drecimal Places for Qty 2 £ Field 4: ® Text ODate OList |
[ Digable Iterns Grid Additional Features Field 5: ® Test O Date O List |
[ llowe Zera of OH during Count Impart Field & |:| 0
eld 6: :

Default Location [Inbound] | Our Warehouse ~ OTet Obate Olist
Default Location [Outbound] | Our Warehouse ~ Field 7: l:l O Test O Date O List |
Default Shipment Location: | Our W arehouse ~ Ficld & l:l OTent Obate OLis 0
[ &llows Sort by Description in ltem Search Screen

Serial Mumnber Bazed on

@ ltem Label Size

Ous (O MonUs

(O Company

[ Use Bin Control [This dizables Lot Contral)
0K LCancel Help

Fields

Dis-allow negative inventory
If checked, Pilot will not allow inventory on hand quantities to go negative when shipping, issuing to
work orders or making inventory adjustments.

Show Available Qty in SO/PO Item Search
If checked, the MRP Available Qty will be shown in the ltem entry/lookup within Sales Orders and PQO's
rather than the on hand qty.

Decimal Places for Prices
Defines the number of decimal places Pilot will use to display all sales prices.

Decimal Places for Cost
Defines the number of decimal places Pilot will use and display all inventory and purchase costs.

Decimal Places for Qty
Number of Decimal places Pilot will use and display for item transaction quantities.

Disable items Grid Additional Features
If checked, the filtering feature will be disabled within the main item screen grid to improve search and
refresh speed.

Allow Zero of OH during Count Import
Enables an option during Inventory Count Import which will zero out all inventory not included in the
import.

Default Location (Inbound)
Sets the default "Inbound" location (PO Receipts, Manufacturing Receipts) for all NEW inventory items.
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Default Location (Outbound)
Sets the default "Outbound" location (SO Shipments, Work Order Issues) for all NEW inventory items.

Default Shipment Location
Default shipment location for any item that does not have a default Outbound location assigned.

Allow Sort by Description in Item Search Screen
Turns on sorting in the item lookup/search screen.

Allow Lot Transfer
Allows transfer of lots from within inventory adjustments screen.

Serial Number Based on

This option allows you to define whether the sequential serial numbers for inventory items assigned as
serial controlled will use an individual counter, prefix and suffix for each item or if it will use the master
"Company" serial number settings set up in the Your Company - Inventory setup screen.

Item

Sernial Mumber Bazed on

(@) ltem

() Compary

If the ltem option is selected, the automatic serial number format will be defined for each individual
item on the main Item card - General tab serial control

Lot and Serial

[] Lot Control
Serial Control

Serial Control Settings

Length:
Counter:
Prefic:
Suffo I:I

Sample:  SN10000

Company
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Senial Humber Based on Sefial Mumber Format

) Item |MMWnumber w |
Mext Serial Murmber

(®) Compaty |1EIEIEI |

If the Company option is selected, the automatic serial number format will be defined using the
following:

A text file called "system.dat" should be created in the C:\Program files (x86)\Pilot ERP\Conf folder.
The format definition in this file can contain any of the below variables. The reserved word “number”
will be replaced by the next serial number in the Your Company - Inventory setup screen.

EG:

MMY'Y number
MMYYYY number
MMDDY'Y number

Current Date = 03/17/2021 (MM/DD/YYYY)

Results:
0311000
0320211000
0317211000

y = Year last 1 digits
yy = Year last 2 digits
yyyy = Year as 4 digits
m = Month number no-leading 0
mm = Month number as 2 digits
mmm = Month using ShortDayNames (Jan)
mmmm = Month using LongDayNames (January)
d = Day number no-leading 0
dd = Day number as 2 digits
ddd = Day using ShortDayNames (Sun)
dddd = Day using LongDayNames (Sunday)
ddddd = Day in ShortDateFormat
dddddd = Day in LongDateFormat

Use Bin Control (This disables lot control)

If you need additional inventory location control and tracking by bin or shelf location, this option will allow
you to turn the lot control feature into Bin/Location control. Tracking can be turned on at the item level
so you can define which items get assigned bin control and tracking for inventory.

7.1.1.6 Sales Settings

(Your Company - Sales)

Sales
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Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail  Support  Uliities D ata Dictionary

Options Fayment G ateway
. . . Usze Gateway
d
Show Zero Shipped on Bill of Lading ®) None
[ Auta Prompt for Lat (O Merchant Warshouse
Do ot Prefill Shipment Gty (O Autharize.Net

[ &llows Sales Commission at line item level (O PayPal Payflow

ShipRuzh Kew: | |
[ Use ShipRush in Sales Quates
[ Use ShipFRiush in Sales Orders
[ Use ShipFRush in Shipments

[ Hide Item Pricing in Shipment screen

[ Use ‘warranty

[] Dizable Invoice Grid Additional Features

[ Disable S0/50 Grid Additional Features

Cost used for 50 GM:

Default Sales Order Type: -

Header Custom Fields  Detail Custom Fields
[ Print Qunte from S alez Order S creen

Field Type Eequired
[ Priet Technical Submittal from Sales Order Screen

ield 1: PO Numb i

[ Use Sales Order Unit Cost as the Irvoice Unit Cost Field 1: @Text ODate OlList 0
[ Add Terms & Conditions to All Sales Quates Feldz [ ][] OTes Obae Olin O
| Use Package Labels in Shipments
d . fedz [ ][] OTe OpaeOus O
[ Use Ship-Ta Tax Calculation
Allow Posted AR Invoices to be edited Field 4: l:l O Text O Date O List O
[ Prevent Shipment to Save when 0/H will go Negative Field 5: l:l O Test O Date O List O
Bill of Lading Custom Mame: | Packing List

Fegs [ [l.] Otex OpaeOlx O
[ Mo credit check and past dug warning in the Shipping OTent Obate OLis
Display an Hand far Item Entry Field 7: l:l w | OTest ODate O List O
[ Shipment Quantity ‘wWaming (Dver/Under) Field & l:l O Test O Date O List 0
[J Require Sales Category on Quates, Orders and lrvoices

Ok Lancel Help

Show Zero Shipped on Bill of Lading

Check this option if you wish to show ALL items from a sales order on the Bill of Lading. This will show
a 0 gty for line items that did not ship. If not checked, only the items that shipped will show on the Bill
of Lading.

Auto Prompt for Lot
Upon entry of a new shipment, user will be automatically prompted for lot number on any item assigned
lot control in the shipment.

Do Not Prefill Shipment Qty
If this option is checked, the "Ship Qty" for each line item will be zero by default when entering a new
shipment.

Allow Sales Commission at line item level
If this option is checked, the sales commission on a sales order or invoice can be edited for each item.
If this option is NOT checked, then the default on the order header will apply to each item.

ShipRush Key
If using ShipRush with Pilot, the license key will need to be entered into this field.
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71.1.7

Hide Item Pricing in Shipment Screen
Will remove the item Price field from the shipment screen. Shipping users will NOT be able to update
the price during shipments.

Use Warranty

Disable Invoice Grid Additional Features
Turns off the Filtering capability in the AR Inwice screen to improve search and refresh speed.

"Cost Used for SO GM"

Select from Last, Average or Standard cost to be used in calculating the Margin in Sales Orders and
Quotes. If no cost is selected then the system will use the costing method assigned to the item type for
each item.

Default Sales Order Type
Select the default sales order type to be used for new orders (optional). Sales Order Types can be set
up under the System Setup > Sales section.

Payment Gateway

None - Credit Card processing not integrated with Pilot.

Merchant Warehouse - Using Merchant Warehouse for credit card processing.

Authorize.Net - Using Authorize.Net for credit card processing. Account credentials will need to be
entered for Authorize.Net integration.

PayPal Payflow - If you are using PayPal Payflow you can integrate this into the credit card
payment option in Pilot.

Header Custom Fields

Up to 8 additional custom fields can be activated for sales orders and quotes "Header" section. To
activate, enter the description of the field and select the field type (Text, Date or List). If users are
required to enter information into the field before a sales order can be saved, click the "Required"”
checkbox to the right of the custom field.

Detail Custom Fields

Up to 8 additional custom fields can be activated for sales orders and quotes line item "Detail" section.
To activate, enter the description of the field and select the type (Text, Date or List). If users are required
to enter information into the field before a sales order item can be saved, click the "Required" checkbox
to the right of the custom field.

Service Settings

(Your Company - Senice)

Service
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7.1.1.8

Your Company

Custom Fields

General G/ AP Options AR Options  Inventory  Sales

Field Type:

(O Text
(O Text
(O Text
(O Text
(O Text
(O Text
(O Text
(O Text

O Date
O Date
O Date
O Date
O Date
O Date
O Date
O Date

Service  Purchasing Manufacturing  Customers ‘Waranty Motes  E-Mail  Support Utilies D ata Dictionary

Agreement Fields Options

Field 1: l:l [ &llows Completed Jobs to be Re-Opened

Qg Lancel Help

Custom Fields

8 Additional user defined fields that can be a text entry or date field.

Agreement Fields

2 Additional Agreement fields

2 additional senvice agreement fields.

Allow Completed Jobs to be Re-Opened

If checked, the senvice jobs can be re-opened after they have been completed.

Purchasing Settings

(Your Company - Purchasing)
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7.1.1.9

Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mail  Support  Uliities D ata Dictionary

Options
Header Custom Fields  Detail Custom Fields
[ Use approved Yendars only
Field Tupe
[ Disable Grid &dditional Features Field 1
: rou| i

Bruy-forw0Alob Oty to use *© P @®Tet ODate OList

O Avalable Field 2: w|  OTest ODate @ List

(®) OnHand Field 3: ® Tewt (O Date O List
[ Do rt Prefill Inventary Feceipt Quantities Field 4: |:| OTet Obate Olist
Update Yendor ltem Cost with Last Cost Field &: l:l (O Test (O Date O List
Default Purchase Order Type: ~ Field & l:l (O Test (O Date O List
[ Owverride Minimum Purchazse Order Gty Ficld 7: l:l | OTet ODate OList
[ PO Irvventory Receipts at Item Standard Cost

e [ ][] OTes Obae Olin

[ Prohibit Ireenice entry for a Yendor that has no Tax D

Ok Lancel Help

"Use approved Vendors only"

Check this option of you wish to only allow purchases from approved vendors set up through the Vendor
ltems. If not checked, you will be able to purchase from all inventory items. Users will still have the
capability to add or edit Vendor ltems.

"Disable Grid Additional Features"
Checking this option will turn off the Filtering feature within the Purchase Order screen for search and
refresh speed enhancement.

"Buy-for-WO/Job Qty to use"
This option allows you to select whether to view and use On Hand Qty or MRP Available Qty in
calculating re-order quantities in Buy for Job feature.

"Do Not Pre-Fill Inventory Receipt Quantities"
If this option is checked, the Receipt quantity will be zero when entering a new Purchase Inventory
Receipt. If unchecked, the system will pre-fill with the remaining gty on the PO.

"Update Vendor Item Cost with Last Cost"
If checked, this option will force your Vendor ltem's cost to be updated with the last receipt cost for each
vendor item.

Manufacturing Settings

(Your Company - Manufacturing)
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Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty Motes  E-Mail  Support  Utiities D ata Dictionary

Options Custom Fields .
Field Type

[ &uto Prompt for Lot .

Do Kot Pre-il Quanity Fedt: [ [[.] OTen Obme Ol
o i + .

Do Mot Backflush Materials and Labor Field 2: l:l O Test O Date O List

[ Auta Post Labar Clacking

Cost to use when Posting Labor Field 3: l:l O Test (O Date O List
(® 'work Center )
g [ Jle OTer Obae O
(O Employes
Allow Labor Clocking to Open, Active or Ready Sequnces OText Obate OList
Default Work Order Type: ~ Field &: l:l | (O Test O Date (O List
[ &dd Serial Hurnbers upan work Order creation Field 7 l:l O Test O Date O List

[ &dd UL Mumbers to ‘Work Orders )
w0 Scheduling Method Field 8: |:| = OTest ODate O List

(® Production Days

(O whork Center Capacity Default Status for Mew work Orders
® Scheduled

[ Do Mot Check for Sub Assembly Work Orders during w0 Creation
(O On Order

Open POAWD after creation

Re-Schedule by Remaini
[ Use Parent ‘work Order Mumber for Sub Aszembly Work Orders Srechecle by Remaning

WO Quantity Bazed on ®) Hours
(® Order Quantity () Quantity
(O On Hand Quantity
(O MRP Quantity ] Hide \work Order Cost
Decimal Places for Labor 2 +

[JUse Estinated Costin w0 Receit [ Divide Labor Overhead by # of Persons
[ Use Parent Lead Time to calculate Earlisst Start

[ Use the Purchased Item's longest Lead Time

[ Use 5td Cost for ‘work Order Receipts

[ llovs Sweap of &1t Materials anly

Fiun MAP by Inventory Locations

[ Do not Recalculate Dates after ‘work Order Creation

Ok Lancel Help

Custom Fields
8 additional custom fields can be added to the work order screen. To activate the custom fields, enter a
description and select the field type.

Auto Prompt for Lot
If selected, you will be prompted for the lot number of lot controlled materials when entering a new work
order receipt.

Do Not Pre-Fill Quantity
If checked, the work order receipt quantity for the manufactured item will not pre-fill with the remaining
quantity.

Do Not Backflush Materials and Labor
If checked, the quantity of the materials on the work order will not pre-fill based on the quantity of the
manufactured item receipt.

Auto Post Labor Clocking
If checked, any completed labor clocking will automatically post to the work order. If this option is not
checked then the labor will need to be batch posted regularly.
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Cost to use when Posting Labor
Select whether to use the work center rates or employee labor rates for labor charges to the work order.

Allow Labor Clocking to Open, Active or Ready Sequences
If checked, users will be able to clock into sequences in an Open, Active or Ready status.

Default Work Order Type
Select the default type for work orders (optional). Work Order types are set up through the System
Setup > Manufacturing section.

7.1.1.10 Customer Settings

(Your Company - Customers)

The Customers tab under Your Company has optional custom fields for customers and customer
contacts as well as options for customer features.

Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuiing  Customers  Wamanty  Motes  E-Mail  Support  Uliities  Data Dictionary
Custom Contact Fields 5 Custom Customer Fields 5 5
Field Type Field Type Feguired

gz [ ] Oter Opae gz [ ]l Oter Opae O O
s [ ] Oter Opae gz [ ]l Ot OpaeOx O
Foge [ ] Oter Opae gt [ ]l Ot Opae O O
s [ | Oten Opae Fgs [ Jle] Oten OpaeOlx O
s [ ] Oter Opae Fge [ ][] Oter OpaeOx O
gz [ ]l Oter OpaeOx O

[ Disable Customer Grid Additional Features Field & |:| O Test O Date O List O

[ Enable Club Membership
Ok Lancel Help
Eields

Custom Contact Fields
6 Additional custom fields that can be added to contacts. To activate, enter the description of the feidl
and select the field type (Text or Date).

Custom Customer Fields

Up to 8 additional custom fields can be activated for customers. To activate, enter the description of the
field and select the field type (Text, Date or List). If users are required to enter information into the field
before a new customer can be sawed, click the "Required" checkbox to the right of the custom field.

Disable Customer Grid Additional Features

If checked, this option will disable the filtering and sorting on the main Sales - Customers grid screen.
This should not be used unless you do not what users to be able to sort or filter the customers list or for
increased opening speed.

Enable Club Membership
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If checked, this setting enables an optional "Club Membership" section in the Customer card Address -
Contact section. Customers can be checked as club members and start/end dates for their club
membership can be entered. This is informational only and does not affect the customer or sales.

Better Foods Corp.

Customer no.: 1001 Customer Type: | Customer - Edit Customer Types Created:l:l Entered By:

Name: |Beﬂer Foods Corp. | D Suspended Last Edit:  Admin

Address  ShipTo Bil To Terms/Sales Pricing/Discounts Commission Contacts Motes Invoices Payments Documents Custom Print Options Emails  Hem History

Address Contact

Phone: |555-4545
Name: |Better Foods Corp.
Address: |&99 Fraser Way

Contact: |MarkJnnes
= E-Mail: |mjnnes@hfc.cnm | =
City: | Richmond
State: | ZZ Web: |www.bfc_cnm | .
ate:
Zip: | 12345 Club Membership
ip:
Country:

Membership from |03/01/2019 E|thru|u3m1r2021 E|

Credit Status | OK LCancel

7.1.1.11 Warranty Settings

(Your Company - Warranty)

Your Company

General G/l AP Options AR Options  |nventory Sales  Service  Purchasing  Manufactuing  Customers  Warmanty  Maotes  E-Mal  Support  Utilties  Data Dictionary
Opti Custom Fields
phionz Field Type
[ Use warranty .
Field1: | | O Text ODate O List
Field2 | | OTet ODate O List
Field 3: | | (O Test (O Date () List
Field 4: | | (O Test (O Date O List
Figld &: | | o (OiTewt (O Date O List
Field& | | OTest ODate O List
Field 7 | | OTet ODate O List
Field &: | | (O Test (O Date () List
Ok LCancel Help
Fields
Use Warranty

This setting allows you to activate the Warranty feature on Sales - AR Inwices for items that have been
selected to add a Warranty.

In order to use the warranty feature in AR Inwoices, you must check the "Warranty" option for the item in
the Item Card - General Tab - Other Settings section as highlighted below.
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1 -
Creamy Caesar - case 12 x 300 ml

tem no.: |1EI'EI'2 | tem Type: Dressing

Description: |Crearrr:-f Caesar - case 12 x 500 ml | Additional Info:

General Stock Status  Pricing/Discounts  Commission  Bill Of Materiale  Routing Co-Products  GLAccounts  Vendor
Inv. Costing and Control Other Settings

Value (Oty x Cost

|

Standard Cost: Drawing No..
Wagt Avg Cost: Unit Weight: 712
Last Cost: Taxable
Receipt Loc: et Backorderable
Usage/Shipping Loc: et |:| Exempt from Commission
Warranty
tem Group: e |:| Hazardous Material
ttem Master Group: iy Linked File: |

Bi |:| (Double-Click to Open File Link)
in:
|:| Purchased Manufactured Sold |:| Material

When a Warranty assigned item is invoiced, you have the option to create and assign a warranty that has
been set up through the main Sales - Warranty screen.

Invoice 10283

Invoice no.: Type: ~ Drate: Period: Entered By: Admin
Order Ma.: [ Printed [ ]E-Mailed [ Core Received
[ SoldTo || BillTo Ship To
Customer: Better Foods Corp. w Ship-ta: w

899 Fraser Way, Richmond, 22, 12345

Main Contact: | Alternate: «| General Commission Cortacts Additional  Notes

Carrier. | Alpine Freight Co. |~ FO: I:I
Drescription: Location: | Our Warehouse ~ Project Mumnber: l:l

Notes: Terns: Met 30 M anufacturer: ~
Tracking Mo l:l Sales Category: o
Currency/Rate: | Domestic Currenc| ~ ljl [JUse Default Exchange Rate

ltems  Sales Kit  Documents

B tem [ tem stans| | 35 save %3 Warranty History & Pricing

[ Quantitylltem |Descripti0n | Cozt | G % | List Price | Discountzl Unit Price | Amount ILot Frice |Qt_l,l Back DrderILoc
ﬂ 101002 Creamy Caszar - case 12 % 500 7 641 19.50 0.00 19.50 195.00 0.00 0 Ou
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= Invoice 102 — O x

Invoice no.: Type: w Drate: Period: 0| Ertered By: Admin ;
Order Mo [JPrinted [ E-Mailed []Core Received

Bill To Ship To 1

Custamer: Better Foods Corp. ~ Ship-to: w £

899 Fraser Way, Richmond, 22, 12345 E

Main Contact: || Alternate: w | Geneal Commission Cortacts  Addiional  Motes 2

Carrier. | Alpine Freight Co. |« FO: I:I 2

Description: Location: | Qur \Warehouse ~ Project Mumber: l:l E

Mates: Terms: Met 20 Manufacturer: ~ 0

Tracking Mo l:l Sales Categary: ~ [|

Currency/Rate: | Domestic Currenc + ljl [JUse Default Exchange Rate I:I

0

ltems  Sales Kit Documents U

o tem em Stanss| | ) Saw 3, Waranty History & Pricing |

Il Quantity |Item Description | Cost G % List Price | Digcount % | Unit Price Amaunt Lat Price |Qty Back Order | Lo I]

ﬂ 1001002 Creamy Caesar - case 12 500 7 E4.1 19,60 0.oo 19,60 195.00 0.00 0/0u E

Warranty List
Select  Item Mo Item Description Quantity Serial Mo Warranty Mo ~
O 1ooz Creamy Caesar - caze 12 » 500 ml 0
£ 1002 Creamy Caesar - case 12 » 500 ml 10
Maote
Cred
~ v
Create Al
Create Selected
Cancel
|
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4 = = P
ﬁHomﬁ %Syshem.';ﬂup Fly invertory | (€8 sees E.‘i.';ewine Jegamuicuuing [F2

Purchasing Acoounting Dﬂepon's 320 Accounting Transfer

Warranty

& New Warranty
Warranty Claims

Print
B warranty List

G o] (] (G @) (D] (B

q
ﬁ Sales Home

’%. Internet Orders

E Quotes

Orders

Shipments

AR Invoices

o
;‘ Customers

P Customer Pricing

E’_) Warranty

% ERP-Order Import

Reports
Type:
Report:
Go

£ Warranty No Status  Serial No AR InvoiceNo  Date Sold Warranty Terms Date Exp Item No
/1008
¥ 1008 10283 10 Nov 2020 1002

Warranty: 1008 -

‘waranty No: | (IR ] Jtem No: | 1002 | Notes
Serial No: | Deseiiptiors | Creamy Cassar - case 12 x 500 ml
Quantity: 10 Miles at Imstal: |
Year Wananty Terms
Make: Warranty Exp: -
Model: Date Sold: [11/10/2020 []

Special Equip: AR Invaice No: | 10283 " Status o

AccountDetals  End User Details  Installer Details  Replacement Detaile  Documents

Name: |Better Foods Corp |
Address: 099 Fraser wap |

\ |
Zip: [12348

County: |
Phone: | 5554545 |

Contact |Mark Jones |

E-Mall [ miones@blc com

Warranty Claims:

D new | ] Ede | 3 Dstea| 53 pon~

£ Claim No Serial Mo Date Claimed Date Approved Date Replaced Replacement Serial Mo Mies Now  RGA Mumber
= Click here to define a filker
<Mo data to display>
< >

oK Lancel

7.1.1.12 Company Notes

(Your Company - Notes)

Notes

Enter any notes you wish to record here. Right-click to toggle Word Wrap.

7.1.1.13 Email Options

(Your Company - Email)
There are two main outgoing e-mail options in Pilot ERP.

MAPI - The MAPI and Extended MAPI options link to compatible versions of Microsoft Outlook with
the MAPI option enabled. This will pass the email directly to outlook and open a new email
message in Outlook.

SMTP - The SMTP option uses the internal SMTP email senice within Pilot to relay the message
through your specified email senice. The SMTP servername, SMTP port, email username and
password must be entered for each user with this option selected. For additional information on
SMTP email setup, please see the additional help here.
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Your Company

Register RwE aspMAPI32

Reqister RwE aspkd APIE4

Defaul E-Mail Subject/Signature

General GAL AP Options AR Options  |nventory  Sales

Service Purchasing Manufactuing  Customers ‘Waranty Mates  E-Mal  Suppart  Ulilties  Data Dictionary

Outgoing E -t ail
Outgoing E-Mail Type SMTP Settings
O MaP! @ SMTP SMTP Server: |secure emailsrvr.cam
SMTP Part:
Drefault E-Mail Address |usemame@pi|oterp.com

Authentication Reqguired

Default User Marne: |usemame@pilnterp car

Default Password:

[ Use SSLATLS [ Use HTML Farmat

Image Marne: |

Image “idth:

Image Height: l:l

Subject: | Hdoctypel# - #docrumberd

| Variables (Include )

oochpelE- (5, Quote, Salles Order, Bill of Lading, AR Imvoice, Purchiase Quote, Purchiase Onder)

Dear #oustomernametf,

Pleaze find #doctypel # Hdochumberdt attached]

[ ]

{5ales Quote, Sales Crder, Paciting List, AR ivoice, Purcnase Quote, Purchase Order)

(Saies OroenQuote Namider, AR Invoice Numier, POIGu0e Numden
Sousmenos - (Customer PO NS 0T 53085 oregute nvaics)

Thank you, iz
#ordemos - (Quote, Salkes Order, PO Quoe or PO Numder)
nuse[namen 2ok '.E":é'SW Pment Tackng numderon Snipment and AR Invoice.
Heompanynamett SUzAMATES - Ul Name
Hooaddresslinel # s
Hooaddressline2# Fosmemanes
Heoaddressine3t Fiensames
feompanycitylt, Hoompanystatet HoompanyzipH EnsmaT
Phone: Hcomparyphonett | Fax: #ompanylastt ATAITEOAISER - LI ST S 1 LISE 1T 1 QUG S, SIS AR iz
Huseremailtt Scomparyromes
Himagel sonanressinet
#onanressineas
sonanressineds
Ecompanycity:
Ecompanystnes
Ecompanyzigé
Ecompanyphones
Ecompanyiad
Emag

Ok LCancel Help

7.1.1.14 Support

(Your Company - Support)

The support tab in Your Company is a tool used by Pilot ERP support reps to run SQL queries. Do not
use this unless instructed by a support rep.

7.1.1.15 Utilities
(Your Company - Utilities)

The Utilities tab in Your Company settings has tools to help address issues and update information. DO
NOT USE any feature in this tab unless directed to do so by a support representative. You can cause
changes to data or erasure of information in Pilot ERP that cannot be reversed.

7.1.1.16 Data Dictionary

(Your Company - Data Dictionary)

The Data Dictionary tab under Your Company can be used to generate, update and print a listing of all
tables and fields in the Pilot ERP database.
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71.2 Security

Security Top Previous Next

System Setup | User Security

The Security screen displays a list of users allowed access to the database and user groups, to which
each user must be assigned to one group.

Security

]
roups || €3 New | 5 Delete

Users || £ New | % Delete G
Login Full Mame Suspended @ - Admin
Admin Admin . Add User to - Admin
Cathy Cathy Moare | Group U?er
John John Smith W o User
- Sales
bary fary B. | @ - Cathy
Steve Steve F. | Remaove Ussr " John
Usger User Account | el - Purchasing
i Mary
r.'lgnufacturing
i Steve
- Accounting

You can assign a unique username and password to each user

You can also create user security groups and specify which parts of the program users assigned to
that group are allowed access to, such as Customers, AR Inwices, Invenetory, etc.

To activate security, add at least one user. Users will then be required to enter a valid user name and
password in order to access the database. To deactivate security, delete any previously added users.

To add a new user: click the New button.

To edit a user: double-click the user. Or select the user and press Enter or click the Edit button.
To delete a user: select the user and click the Delete button.

You can select a user with the mouse or by the keyboard via the Page Up/Down and arrow keys.

User
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Login Name ‘Admln Password |=* \
Full Name [Admin |
Password: []Suspended
Allowed Databases User Statistics
Sample w | Usercreated: 1/20/2020
CompanyName Access Count: 335
Last Access: 3/1/2021
8:51:54PM
v
E-Mail Settings
E-Mail Address |adm\n®pduterp.wm \ Variables (Include #)
User Name: [ecmin@pioterp.com | doctype - (Sakes Quoie, Sdes Onder, Bill of Lading, AR Inveice, Purchase Quokz, Purchase Order)
#doctype2: - (Sales Quole, Saes Onder, Packing List, AR nweice, Purchass Quofe, Purchase Ordes)
Passward: #octype3® - (Quole, Order, Packing List, Invoice, PO Quoke, PO)
I ] socmumbers - (Sales Order/Quote Number, AR Inveice Namber, PO/Custe Number)
[Juse Default Company E-Mail Subject/Signature Copy from Defoult > o (Cusiomer PO Number ¥om saks crdesiauoke/iniice)
€C (, Separated): | \ Snvoicenct
Zordemost - (Quote, Seles Onder, PO Qo or PO Nuber)
BCC (, Separated): | ‘ o Iracking nurmber on Shpment and AR Invoice.
Subject: |¢du:type1: ~ #docnumber # \ Susemames - Full Name
Signature: Dear #customemname#, Foustomemane
Svendomos
Please find #doctype1# #docnumber# attached o
Thank you, #mainconiocs - Man conoot Firstand Last name on Quoes, oders, shipments and AR Invooss
#companynama?
#username# #Zooaddressine 12
Fcompanyname# Feoatdessineds
#woaddressline 1# Fenaddrescinel®
Feomacatine ot evarcei)
#companydity#, #companystate# #companyzip# s e
Phone: #companyphone# | Fax: #companyfax# BET o
#useremail# Sompanyphones
#images Foompanylax?
Fuseremal®
Amages
oK Cancel

User Name
Enter the name of the user.
Example: John Doe

Suspended
If checked, the user will not be able to log on.

Password

Enter the password (optional) for this user. Each user can have a different password.
Tip: It is recommended that you change the passwords regularly.

Allow Databases
Check the company databases that this user is allowed access to.

Email Settings

If you are using the SMTP email option, you can enter the users email address, email username and
password here. You can also choose to use the default company email signature set up under the
Setup = Your Company - Email tab or enter the users signature.

For more details on email setup, see the following article: SMTP Email Setup

Variables

The list of available variables allows you to add information such as Sales Order Number, Invoice
Number, PO Number, Customer Name, Supplier Name, etc. to the Subject or Body of the email
generated through Pilot. When you open an email, Pilot will populate those variables with the
appropriate linked information from the order you are attempting to email.

There is a Default template your can use in the System Setup - Your Company - Email tab for all users
or as a starting point for your customized email.
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User Groups

Create user groups to designate which screens and functions users have access. Each module (i.e.
Inventory, Sales, Manufacturing, etc.) is listed with a separate tab and contains all major screens
within that module. You can set up as many groups as needed. Each user must be assigned to a
group in order to access Pilot ERP. Examples of user Groups are:

Administrator
Management
Sales
Manufacturing
Inventory
Purchasing
Shipping
Receiving
Accounting

Users can be given access to each screen by selecting he check box next to the option in each group
security tab. The "Read-only" option next to each screen option (if checked) will prevent the user from
creating, deleting or editing any information on those screens. The user must still be given access to
be able to open and view the screen by checking the main screen option.

General (tab)

The General tab in security groups contains the group name and description as well as access to
features such as:

O Manage and Create New Companies - The option to manage or create companies should only be
given to Administrators in Pilot ERP.

O View Home page chart and details - If this option is unchecked, the user will not have access to
any of the graphs or KPI's on the main Homepage in Pilot. Instead they will see a Pilot ERP logo.

O Report Designer - The Report Designer, under the setup menu allows the user to access and edit
any customizable form in Pilot ERP. This should normally only be given to selected users or
administrators.

QO Data Import - The Data Import option under the setup menu allows you to import, edit or delete data
in Pilot ERP. Access to this screen should be limited to administrators only.

Set access to all items (button) - This button will select "check" all security options in all modules for
the selected group.

Remowe access from all items (button) - This button will de-select "un-check" all security options in all
modules for the selected group.

Setup (tab)
The setup tab includes access to the system setup screens for all modules.

Inventory (tab)
The inventory tab includes options for all Inventory module screens, inventory reports and setup

options. The "Read Only" option next to each main module screen controls whether the user has the
ability to create, delete or edit information in the associated screen. In the screenshot below, the

Read-only option is checked for both the Item BOM and Routings screens. In this example, the user
would be able to access both the BOM and Routings screen because the Main option is checked but
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they would not be able to add, delete or edit any information in those two screens.

Admin

Allow accessto

General Setup Inwentory  Sales  Service Manufactuing  Purchasing  Accounting  Reports KPR

b air Setup
Items ] Read-anly Item Types
BOM Read-anly Locations
Fioutings Fead-only Itern Group
Item [nguiry [Fead-only) Item b aster Group
Irventory Adjustments [ Read-only Resources
Physical Count [JRead-anly Lotz
Irventory Transfers ] Read-anly M anufacturers

Al
Inventomy Totals =
Inventony History Haone
Report:
Inventary Feports
] Read-only
Ok Cancel

Sales

The Sales tab in the group security screen lists options for all main screens in the sales module along

with sales setup, reports and sales options.

Admin

Allow access to

[ETY] Setup
Sales Quotes [ Read-only Customer Types
Sales Orders [ Read-oniy Tax Groups
Shipments [JRead-anly Carriers
AR Invoices [ Read-orly Frice Lists
Customers [ Read-oniy Salespeople
Customer Pricing [JRead-anly Contract Pricing
Post Shipmentz [JRead-anly “Wolume Discount
WWarranty [ Read-orly Sales Types
warranty Claims [ Read-oniy Customer Terms

ERF Order Import

General Setup  Irwentory  Sales  Service  Manufacturing  Purchasing  Accounting  Feports KPR

AR Payments AR v Reverse =]
Sales History AR Iree E dit Mone
Credit Status Ship &l
Change/idd Address
Reportz
AR Reports
Salez Reports
Sales Order Reports
] Read-only
Ok, LCancel

Sales Options:

AR Payments - The AR Payments option gives access to the "Payments" tab in the customer card
screen as well as the Payment History option in the AR Inwoices screen and the Payment and Inwoices

view in the main Customer screen.

Sales History - The Sales History option gives access to the Invice and Payment History option in

the Customer screen.
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Credit Status - The Credit status option give access to the Credit Status button in the customer card
as well as in the Sales Quotes, Orders and AR Inwoices.

Change/Add Address - This option gives the user access to edit the customer address form the sales
order and quote entry screens.

AR Inv Reverse - This option gives the user security group the ability to reverse AR Inwices to create
a credit memo. Only un-paid invoices can be reversed.

AR Inv Edit - This option gives the user security group the ability to edit un-paid inwices. If an inwice
has had a payment made against it, the inwice cannot be edited.

Ship All - This option gives the user security group the "Ship All" button in the sales order screen.
The user can click the button to fill all remaining quantities for the order on the shipment.

Service
The Senvice tab in the group security screen lists options for all main screens in the senice module
along with senice setup, reports and service options.

General  Setup  Inventory  Sales Manufacturing  Purchasing  Accounting  Reports K
Lllow access to
b air Setup al
ervice Schedule ustomer Types apments =
5 Schedul Cust T AR P, I
Service Quotes Tax Groups Hone
Service Jobs Asset lupes
Parts & Labor Aszets Reports
Agresments Service Feports
Service [hvoices Service Order Reports
Customers
[JRead-only
Ok Cancel

Service Options:

AR Payments - The AR Payments option gives access to the "Payments” tab in the customer card
screen as well as the Payment History option in the AR Inwices screen and the Payment and Invoices
view in the main Customer screen.

Manufacturing
The Manufacturing tab in the group security screen lists options for all main screens in the

Manufacturing module along with manufacturing setup, reports and manufacturing options.
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Admin
General Setup  Inventory  Sales Service Purchazsing  Accounting Reportz KPI
Allow accessto
b air Setup Labor Clocking Al
“Work Orders 1 Read-only Work Center/Employes Allow Cloze Sequence =
Labor [1Read-only Wil Types Allow Status Change Mare
Feceipts [1Read-only
Report:
Buy-fart/0 [ Read-orly Cormponent Replace Manufacturing Feports
Forecast 1 Read-only
MRP [ Read-only
tdfg Fanel [ Read-only
BEOM 1 Read-only
[ Read-orly
Ok Cancel

Manufacturing Options:

Component Replace - The Component Replace security option gives the user the ability to replace
components on the work order materials in both the work order screen and the work order material
issues screen. [f this is not checked, the "Replace" button is not visible to users in this security

group.

Labor Clocking - Allow Close Sequence - This security options gives users assigned to the
security group the ability to close routing sequences through the Manufacturing - Labor entry screen
and the Work Order Labor screen.

Labor Clocking - Allow Status Change - This security setting gives users assigned to the security
group the ability to change the status of the routing sequence.

Purchasing
The Purchasing tab in the group security screen lists options for all main screens in the purchasing

module along with purchasing setup, reports and purchasing options.
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..‘\JI

General Setup Irwentory  Sales  Service  Manufactuing  Purchasing  Accounting  Repotts KPR

Allow accessto

Main Setup Hide Yendar lnw/Prmt Al
Purchaze Quotes [ Read-only Wendor Types AP Reports =

PO Itern Unit Cost Figld [ Read-only PO Types AP Checks Hidel.. — m|
Furchase Orders [1Read-orly Reports New | 300 Save 3 Delete

PO Item Linit Cost Field -
[ Readonk PO Reports Vendor Type to Hide Invoices/Paymen

Ireventory Receipts [ Read-only

Inventory
AP lrvoices ] Read-only T
Wendors [JRead-only
Wendor ltems [ Read-only

Ok LCancel

Purchasing Options:

Hide Vendor Inv/Pmt - This security option will prevent users in the security from viewing Invoices or
Payments for Vendors assigned to the Vendor Types listed. To add Vendor Types, click the "Hide
Vendor Inv/Pmt" button then click the New button and select a vendor type from the dropdown menu.
You can add as many vendor types as needed to prevent users from viewing the inwices or payments
for those vendor types.

Accounting
The Accounting tab in the group security screen lists options for all main screens in the accounting
module along with accounting setup, reports and accounting options.

n .
Admin

General  Setup  Irwentory Sales Service  Manufactuing  Purchasing i Feports kPl

Allow access to

Mait Setup Al
GL Accounts [ Read-orly Banks GL Totals -
i [ Read-anly Currencies GL Histary Hane
GL Budget [ Read-only Accounting Periods
Eank Feconciiation [JRead-only Papment Types Reports
Bank Accounts [JRead-anly GL Reparts
&R Papments [JRead-only
AR Deposits [JRead-only
AP Cheques [ Read-orly
Commiszions [JRead-anly
[JRead-only
Ok Cancel

Accounting Options:

GL Totals - The GL Totals screen can be accessed from the Accounting - GL Accounts screen by
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right clicking on any GL account code and selecting that option from the pop up menu. If this option is
not checked in the group security accounting tab, the users assigned to this security group will not
have access to that screen.

GL History - The GL History screen can be accessed from the Accounting - GL Accounts screen by
right clicking on any GL account code and selecting that option from the pop up menu. If this option is
not checked in the group security accounting tab, the users assigned to this security group will not
have access to that screen.

Reports
The Reports tab in the group security screen lists options for all system reports as well as the custom
links settings.

General Setup  Inwentory  Sales  Service  Manufactuiing  Purchasing  Accounting KFI

Allow access ba

AR Reports AP Reports Irventory Feports Al
Sales Reports Purchase Order Reports Manufacturing Feports
Sales Order Reports GL Reports

Lirkz

Yiew Links

&dd Links

Edit Links

Delete Links

Link Group: w

Ok, LCancel

Link Options:
View Links - Gives the users assigned to this security group access to view custom document links.

Add Links - Gives the users assigned to this security group access to add new custom document
links.

Edit Links - Gives the users assigned to this security group access to edit existing custom document
links.

Delete Links - Gives the users assigned to this security group access to delete custom document
links.

Link Group - User security groups can be assigned to a link group. This will give the users access to
documents assigned to that link group only.

KPI

The KPI tab in the security group settings lists all KPI's on the main Pilot ERP Homepage. Users will
only have access to view those KPI's that are checked in their security group.
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General Setup  Inwentory  Sales  Service  Manufacturing  Purchasing  Accounting  Feports
Allow access to
Bookings by Customer Summary Al
Bookings by Item O+verdue Shipments N;ne
Sales by Customer Overdue Jobs =
Sales by ltem Backorders by ltem
Open AR by Cuztomer Itemsz with Zera On-hand
Open &P by Vendor Salez Year-to-Date
Purchazes by Vendor Cashflow vear-to-0 ate
Purchases by ltem Sales by Salesperson
aK LCancel

NOTE: On the main module tabs (Inventory, Sales, etc.) there is a "Read Only" option which can be
used to give read only access to users. [f the screen option is checked and the Read Only option is
also checked, the user can open the screen and view the information but will be unable to edit, create
or delete any information in that screen.

7.2 Manufacturing
7.21 Work Calendar

The Work Calendar is used to establish the days of the week the company is in production and which
days of the year the company is not operating due to holidays. When jobs and POs are scheduled, the
program skips over all non-shop defined on the calendar.
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Work Calendar

Calendar Marme: | Default Calendar |

Calendar Details  Calendar "W ork D ays
Wk, D ays

[(J5u FMon [ Tue [wed [ Thu [#]Fi []5at

From:  |01/01/2020 [7]|  thie 1273172021 (3]
. G GEnsrats l

ok LCancel

To establish or update the Calendar Work Days, select the days of the week that the company typically
operates, the Date Range and click the Generate button. Typically you will want to include the current
and next year at a minimum. After generating the work calendar, click on the Calendar Work Days tab

to uncheck any holidays or other days when the company will not be operating.
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Work Calendar

Calendar Marme: Default Calendar

Calendar Detail:  Calendar Woark Days

Work Date Working L]
WWednesday, January 01, 2020 E
Thurzday, January 02, 2020
Friday, January 03, 2020
Saturday, Janwary 04, 2020
Sunday, January 05, 2020
Monday, January 06, 2020
Tuezday, Januar 07, 2020
“Wednesday, Januar 03, 2020
Thurzday, January 09, 2020
Friday, January 10, 2020
Saturday, January 17, 2020
Sunday, January 12, 2020
Monday, January 13, 2020
Tuezday, January 14, 2020
Wednezday, Januarw 15, 2020
Thursday, January 16, 2020

AR REEREEEERREEEED

ok LCancel

7.2.2 Shifts

System Setup - Manufacturing - Shifts

The Shift screen allows you to set up multiple shifts with start and end times along with scheduled
breaks for labor entry. Each Employee can be assigned to a shift through the Employee setup screen.

© 2022 Pilot ERP Software



78 Pilot ERP Manual

B shift

New x Ig.l e
Shift Mame Shift Start Shift End Inactive
Draw Shift 0s:00 17:00 []

The Shift Details screen allows you to enter the Shift Name, Start and Stop times (24 hour "Military
Time) and any scheduled breaks.

Day Shift

S hift Mame: |Da_l,l S hi]

| [ ] Inactive

Frorm; | 02.00

| thiu |1?:nn

Breaks

(e [ e

Break
Lunh

Start
12:00

End
12:00

LCancel

7.2.3 Work Order Types

Work Order Types

Top Previous Next

Pilot allows you to specify multiple work order types. Work order types provide a method to categorize
different work orders and allow you to specify separate prefixes for each type as well as assign
customized Work Order Trawelers and Pick Lists. A default work order type can be assigned for your
company through the System Setup > Your Company > Manufacturing tab. The work order type can

be selected and changed within each work order.
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WO Types

(R e |1 X 11 @

Type Prefix Inactive ]
Waork Order wao O
Maintenance MO O
Custom Order CUST D

Work Order Type Detail

Work Crder = O X
Type: Description: Prefix;
|W|:|rk Order | |W|:|rk Order | |w0| | [ nactive

Print Options

WO Traveler: |Defau|t |

WO Pick List: |Defau|t |

oK Cancel

Type - This is the name of the work order type. This is what will appear on the work order.
Description - The description of the work order type.

Prefix - The prefix to the work order number for this type. This is an optional field and can be left
blank if you do not require a prefix.

Print Options

WO Traveler - Allows you to select a customized Work Order Trawveler form for the work order type. If
nothing is selected, it will print the default traveler.

WO Pick List - Allows you to select a customized Work Order Pick List form for the work order type.
If nothing is selected, it will print the default pick list.
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7.24 Work Centers

Work Centers

System Setup | Work Centers

The Work Center screen displays resources (labor and equipment) in a list.

Work Centers

Top Previous Next

New | ¥ Update Capacty | {5} Update Cost X =
Wark Center Cost/hr OH Costfhr Setup Costfhr Subcontract Ly
Cooking Machine 4217 ]
Juriar techician 2200 $40.00 $30.00 ]
b imirg 18.48 $30.00 ]
Packaging M achine 16.E5 ]
Senior technician 30,00 ]
Subcontract Servic
W

To add a new Work Center: click the New button. .
To edit a Work Center: double-click the Work Center. Or select the work center and press Enter.

To delete a Work Center: select the Work Center and click the Delete button.

You can select a Work Center with the mouse or by the keyboard via the Page Up/Down and arrow

keys.
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Cooking Machine

General Contact Employees  Capacity  Machines

[ 5ubcontract
Mame: | Cooking Machine
Cozt per Hour: 4217
OH per Hour: I:I
Setup per Hour: |:|
Motes:

ok Cancel
Name

Enter the name of the Work Center or Labor Unit.
Example 1: Baking

Example 2: Large mixing machine

Example 3: Mixing Room

Cost per Hour
Enter the standard labor cost per hour for the work center.

OH per Hour
Enter the Overhead cost per hour for the work center.

Setup per Hour
Enter the Setup labor cost per hour for the work center.

Tip: The Work Center Usage Summary report (Manufacturing | Reports) facilitates setting the standard
cost per hour for equipment by showing the total hours used for each resource for the selected date
range. If you track the costs for this period, you can then divide by the number of hours.

Employees (tab)
If you need to restrict which employees can enter labor time against a specific work center, you can
add those employees in this tab for the work center.
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Cocking Machine

eneral

Grare=

Employee Mame

Joe Anderson

(1], Cancel

Capacity (tab)

The capacity tab in the work center displays the available work dates (from the work calendar) and the
number of labor hours available (capacity) per day. You can enter an Hours per day and Refresh to
update the capacity for each day or you can use the assigned Employees hours to have Pilot calculate

the available hours per day based on the employee Shift.

Cooking Machine

General Contact Employess Capacity  Machines

G Refrash l IUse Employes Hours  Hours per day:
Wark Date Capacity -
01 Jan 2020 2.0
02 Jan 2020 a.0
03 Jan 2020 a.0
04 Jan 2020 a.0
05 Jan 2020 a.0
0E Jan 2020 2.0
07 Jan 2020 a.0
03 Jan 2020 a.0
A0 | =e 30200 on W

ok Cancel

Machines (tab)

To reference machines available in the work center, enter the name in this tab. Those machines can
then be selected when entering routings with that work center in the ltem Routings or Work Order

Routings tab.
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Cocking Machine

General Contact Employess Capacity Machines
[ €D New | 3 Detese
Machine Mame Inactive
144 Ton Press [ ]
ok Cancel

Update Cost (button)

To update the Labor, Overhead or Setup costs for ALL work centers by a percentage, you can use the
"Update Cost" button. This will allow you to select which cost you want to update and enter the

percentage, then click Next to apply that change.

E| Work Centers

New | ¥ Update Capacty | {5} Update Cost b 4

Wark Center
Cooking bach
Juriar techicial

Update Work Center Costs

bixiig

Packaging Ma Update. ..

Senior techric (®) Cost per Hour
Subcontract S (") OH per hour

() setup per hour

Percentage: EI

Cancel

]

Update Capacity (button)

If you have recently updated the work calendar or employee shift times, you can update the capacity

on all work centers using this button.

7.2.5 Employees

Employees

Top Previous Next

Employees can be entered with hourly labor costs for entry against Work Order Routings. These
employees can be selected through the Manufacturing > Labor entry screen or in the Routing of the

Manufacturing > Receipts screen.
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B m ployees

=l e || X 15 | H ] @
Employee Mo Employee Mame Cost/hr Active
1001 Bill Smith $18.00
1000 Joe Anderson $20.00
1002 b ary Wwilliarms $20.00
1003 Sam Sneed $15.00

W

The Employee Detail screen allows you to enter the full employee name, number and hourly labor rate
(optional).

B Bill smith

General  Contact  ‘work Center Restictions  Shift Detailz

Murnber; 1001 A chive
Name: |Bill Srith

Cost per Hour: $138.00

Motes:

[].4 Cancel

Work Center Restrictions
The Employee Work Center Restrictions allow you to control which work centers each employee can
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clock into through the Manufacturing > Labor entry screen. Enter work centers which the selected
employee is NOT allowed to record time against in labor entry.

Bill Smith

General Contact | Work Center Restrictions | Shift Details

Addwork, centers that this emploves does not havee access ho and

cannot clock indout or cloge Seguences for.

| €D tew | 3 Detete |

Work Center

Cooking Machine

ok Cancel

Shift Details

The Shift Details screen allows allows you to assign each employee a shift which includes the break
times for labor entry. You can also specify the typical number of hours per day and default work
center for the employee if appropriate. You can leave the work center blank if they are not assigned to
a specific center.
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B Bill smith
General Contact ‘work Center Restictions  Shift Details
Shift: Day Shift
Hours per Daw:
Work, Center: Packaging Machine w
Leave Days
[ & tiew lx Delete]
Leave Date Description g
23 Mow 2020
24 Mow 2020
W
ok Cancel

7.2.6 Priority

Priority

Top Previous Next

The Priority screen allows you to enter custom status or priority codes to enter against work orders.
These priority codes can print on the Shop Traveler and display in the main work order grid. These can

be entered as numerals or text depending on how you plan to use the priority field.

© 2022 Pilot ERP Software



System Setup 87

B Priority [®

(B e [ X 5] @

Priarity ~
1
2

3

4

High
Low
Scheduled

7.2.7 Scrap Codes

Scrap Codes can be created and selected in the Work Order Receipts screen to record incomplete
products due to scrapped material.

|8] Scrap Codes = O bt

HE =

HE N || X 2] @

Scrap Code Description ~
Non Conformance Men Conforming KMaterial

Defect Defect

Frizt Run First Run Test

E Mon Conformance

Scrap Code: Hun Conformance |

Dezcription: |N|:In Conforming Material |

OK Cancel

In the most basic sense, scrap is the discarded material from a manufacturing job. If an automaker is
manufacturing a car and has steel leftover after finishing the car, that leftover steel is considered scrap.
It's excess material that’s not required to manufacture the car. Howewer, scrap can also be a complete
batch of parts that needs to be recycled.
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Scrap may also consist of small and otherwise insignificant materials, assuming those materials are
leftover and not needed. Metal shavings, for instance, are considered scrap. A couple metal shavings
isn’t going to place a financial strain on your business. Over time, though, those shavings can add up,
costing your business big bucks.

A high scrap rate can negatively affect manufacturing companies in several ways. For starters, it costs
money to purchase the scrap materials — money that’s not recouped on the manufacturing and/or
selling of the product. Furthermore, companies must spend additional time, labor and energy dealing
with scrap. Whether the company plans to reuse the excess materials, sell it, recycle it, etc., all of
these tasks are laborious and time-consuming.

7.3 Service
7.3.1 Asset Types

Asset Types Top Previous Next

Asset Types allow you to group and categorize your service assets.

]

Iil

New ||| 3¢ | = ||| @

Type Mame L]

Machine
AJC Unit
Water Heater

Machine

Name: | 3

oK Cancel

7.3.2 Technicians
Technicians Top Previous Next
Employees can be entered as Technicians to apply labor against senice jobs.
Cost per Hour allows you to enter your labor cost for the technician.

Billing per Hour is the hourly labor charged to the customer.
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(2] Technicians — O >
(R e || X =] H @
Technician Mame Cost per Hour  Billing per Hour
Jahin Smith $15.00 $26.00
|=7] John Smith = O et
General  Contact

M arne: Johin Srith

Cozt per Hour: $15.00

Billing per Haur: $25.00

Motes:

ok Cancel

7.3.3 Makes

Makes

Top Previous Next

Enter a list of the manufacturer or trade name of a particular product to be used in the Senice Asset

screen.
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734

7.4
741

5] Makes

R e | X | @

Make
Briogs and Stratan

Honda

Models

Models

Top Previous Next

Enter models in this list setup to be assigned to your senice assets. The model represents a

particular design or version of a product.

== Medels = O
(B e [ X @
Make Model
Briggs and Straton 83939 160Cc
=] M83939 160cc — O

b ake: Briggz and Straton
todel: FE3939 160
ok LCancel
Sales
Sales Order Types

Sales Order Types

Top Previous Next
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Sales Order Types allow you to classify and group sales orders as well as add a prefix to your sales
order number and specify customized forms (Quote, Order, Pick List, Bill of Lading (Packing List),
Inwoice) for each type. A default sales order type can be specified for your company through the
System Setup > Your Company > Sales tab.

50 Types

(B e ||[(X 5] @
Type Prefix Inactive -
Order =o} H
RMA R ]
Parts Order ]

W

To add a new sales order type: click the New button.

To edit a sales order type: double-click the sales order type. Or select the customer type and press
Enter

To delete a customer type: select the customer type and click the Delete button.

The menu has options to

« print the list

Sales Order Type Detail
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Type: Description: Prefix:;

|Drder | |Sa|es Order | |SD | [ nactive
Print Options

Sales Quote: |Defﬁu|t |

Sales Order: |F‘.r.'IADrd er |

Pick List; | Default |

Bill of Lading: |Defau|t |

AR Invoice: | RMAInvoice |
Defaults

Defaultt WO type for S50 Conversions: v e

oK Cancel
Type

This is the name of the sales order type. This will display on your sales order if selected.

Description
Enter the description of the sales order type.

Prefix

Enter the prefix for the sales order type (optional). This prefix will be added to any sales order number
when the type is selected. This prefix can be left blank if you prefer not to add a prefix to your sales
order number.

Inactive
Check this option if the sales order type is no longer active and should not be available for selection in
the sales order module.

Print Options - Select the custom sales forms for the type. The default form will be used if a custom
form is not selected.

Sales Quote

Sales Order

Pick List

Bill of Lading (Packing List)
AR Invoice

Default WO Type for SO Conversions - This setting allows you to select the type of work order
assigned when work orders are created directly from a sales order of the selected type using the "
Create WO" option.
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7.4.2 Customer Types

Customer Types Top Previous Next

System Setup menu.

The Customer Types screen displays customer types in a list.

B Customer Types

(S e |1 501 @
Type Mame Default Pricelist L
Customer Main
Government US Customers
Wholesaler Preferred Customer
W

Customer Types are used to group customers. Example: Food Senice, Government, Distributor, etc.
This facilitates selecting customers when entering orders, etc., and printing sales analysis reports
sorted and/or summarized by customer type.

To add a new customer type: click the New button.

To edit a customer type: double-click the customer type. Or select the customer type and press
Enter or click the Edit button.

To delete a customer type: select the customer type and click the Delete button.

You can select a customer type with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

The menu has options to
- refresh the data displayed to show changes entered by other users, etc.
«  print the list

Fields
Name

Enter the name of the customer type.
Example: Government
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743

Default Pricelist
The default customer price list for NEW customers can be assigned to the customer type.

Salespersons

Salespersons Top Previous Next

System Setup

The Sales Reps screen displays sales reps in a list showing basic contact info.

-
Salespersons

Mew | b 4 Lg.l | a
Last Mame First Name Job Title Phone ~
House Account :
Jones Bob Eastern Sales Manager 1(509) 555-1234
McTawvizh John Western Sales Manager  555-5000
W

Sales Reps are assigned to customers to facilitate printing sales analysis reports sorted and/or
summarized by sales rep such as may be used to determine sales commissions, etc.

To add a new sales rep: click the New button.

To edit a sales rep: double-click the sales rep. Or select the sales rep and press Enter or click the
Edit button.

To delete a sales rep: select the sales rep and click the Delete button.

You can select a sales rep with the mouse or by the keyboard via the Page Up/Down and arrow keys.
The menu has options to
- refresh the data displayed to show changes entered by other users, etc.

«  print the list

Tip: To send e-mail (via your e-mail program): select the sales rep, then right-click to display a pop-up
menu.

Salesperson Detail
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E lohn McTavish

General Commission Motes

Name

Firzt Name: [Ny Last: [McTavigh

Job Title: |Western Zalez Manager |
Business 1: Ext: I:I
Business 2. I:I Ext: I:I
Cellular: I:I Fax: I:I
E-Mail: |juhn@sampledata.cum |

oK || Cancel |

Name
Enter the sales rep’s first name and/or last name.

Job Title
The sales rep’s job title.

Phone numbers and extensions
You can phone the sales rep at any of the numbers listed.

E-Mail
The sales rep’s e-mail address. You can send e-mail (via your e-mail program) to the sales rep by
clicking the e-mail button or by right-clicking on the sales reps screen.

Notes
Enter any notes you wish to record here. Right-click to toggle Word Wrap.

Commission
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E lohn McTawvish

General ~ Commizzicn Notes
Type: |Agent w |
Vendor: John McTavigh (zalesmal «
When:
@ Inwoice O Payment

Rate:

oK Cancel

The commission tab allows you to specify the type of salesrep, associated Vendor account for AP
Invices and Payments, the time at which the rep earns the commission (Invice or Payment) and the
percentage Rate of the commission earned.

A Vendor must be selected for each salesperson. If you do not generate commissions and AP
Invoices for the salesperson you can set up a general "House" vendor account to assign.

744 Tax Codes

Tax Codes Top Previous Next

System Setup menu.

The Taxes screen displays sales taxes in a list.
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97

Mame Rate Description Freight Taxable »
Tax1 7 Tax1 (GST) [] :
Tax2? 7 Tax2 ]

Tax3 15 Tax3 ]

To add a new tax: click the New button.
To edit a tax: double-click the tax. Or select the tax and press Enter.
To delete a tax: select the tax and click the Delete button.

You can select a tax with the mouse or by the keyboard via the Page Up/Down and arrow keys.

Tax1

Description: |Tax1 (GST) |

GL Account:  [2040 Tax1 (35T) Pavable L

[ ] Freight Taxable

QK Cancel

Customers can have two tax totals showing on their inwice such as state and local, or federal and
provincial. Each tax total corresponds to a tax code. Example: S for state tax, P for provincial tax.

Taxes are automatically added to an AR Inwice for taxable items based on the taxes defined for the
customer. Tax is applied on an inwice when an item is taxable. A sales tax is calculated
automatically if

« the item is taxable

+ and the customer is assigned a tax code

« and the customer doesn't have an exemption number for the tax

All three of the above conditions must apply.

To determine how much sales tax you have charged your customers and must pay to the government,
you can run the look up the sales tax GL accounts in the GL Trial Balance Report or the GL Totals
screen (Accounting | GL Accounts | GL Totals). Also there is an Invoice Register Report, which shows
taxes charged to customers, with totals. You would then create an AP inwice to pay the government
and use the sales tax GL accounts, which would then clear the balance in them for the selected
period. Remittance of GST or VAT will also include data from purchases entered via AP inwoices.
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To see the GL detail for the sales tax accounts, you can use the GL History screen (Accounting | GL
Accounts | GL History) for the selected account and period. You can print this via menu File | Print.
Name
Tax Name is used when choosing the applicable taxes for a customer.
Examples: PST - Ontario, SomeState, SomelLocality, VAT.
Tip: If the Tax Name contains the word Quebec (example: PST - Quebec), then the tax rate doesn’t
print on the AR inwvoice or quote. This is because GST is PST-taxable in Quebec and allows for the
effective rate to be entered, but not printed. Example: if PST is 7.5% and GST is 7%, you can enter
the PST rate as 8.025% (based on 7.5% of 100 + 7). If you want to print PST @ 7.5% you can enter
that as the Tax Description.
Rate %
Tax rate percentage.
Example: 7.5
Description
Tax Description prints on the inwice footer beside the tax amount.
Examples: State Sales Tax, PST, GST, VAT, or just Tax if there is only one tax.
GL Account
Select the GL account for this tax. If you need to add a new GL account to the drop down list, click
the “3 dots” button.
Freight Taxable
If freight is taxable for the selected tax code, checking this box will calculate tax on the freight amount
for the order.

7.4.4.1 GST and VAT Taxes

GST and VAT Taxes Top Previous Next

The sample data that comes with Pilot ERP illustrates how to deal with GST or VAT. There are 2 GL
accounts 1195 "GST Receivable" (an asset) and 2040 "GST Payable" (a liability). You can of course
use different account numbers and names for your data.

1195 "GST Receivable" is used for AP vendor (supplier) inwoices and is called "receivable" since you
receive a credit from the government. An AP invoice would typically have one or more expense GL
accounts, and the GST or VAT entered to 1195 "GST Receivable". On AP inwices you enter the tax
separately, it's not calculated automatically.

2040 "GST Payable" is used for AR customer inwices and is called "payable" since you hawe to pay it
to the government. On AR inwoices sales taxes are calculated automatically and posted to the
appropriate GL accounts.

To determine how much GST or VAT you must pay to the government, you use either the GL Trial
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Balance Report, or the GL Totals screen (Accounting | GL Totals). It would be the net of the 2 above
accounts. You would create an AP inwoice to pay the government and use the GST/VAT GL accounts,
which would then clear the balance in them for the selected period.

To see the detail for the GST/VAT accounts, you use the GL History screen (Accounting | GL History)
for the selected account & period.

There is an Inwice Register Report, which shows taxes charged to customers, with totals. This is at
Reports | Sales | Sales Inwice Register.

7.4.5 Carriers

Carriers Top Previous Next

System Setup | Carriers

The Carriers screen displays carriers in a list.

]
C.arrlers

New ||| 3 | = ||| @

Carrier Mame L]
Alpine Freight Co. '
|ntercity Express

Pick-up

Carriers are transportation companies used to deliver items to customers. Also if customers come to
you to pick up their orders you should also set up a carrier for that, such as “Pick-up”.

To add a new carrier: click the New button.
To edit a carrier: double-click the carrier. Or select the carrier and press Enter.
To delete a carrier: select the carrier and click the Delete button.

You can select a carrier with the mouse or by the keyboard via the Page Up/Down and arrow keys.
The menu has options to

« refresh the data displayed to show changes entered by other users, etc.
«  print the list
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Pick-up

M ame: F'i-::l=:.-u |

GL Account; |5128 Freight "

SubAccount 1 Sub Account 2 Sub Account 3 Sub Account 4

ok LCancel

Name

Enter the name of the carrier.
Example 1: Intercity Freight Co.
Example 2: Pick-up

GL Account
Enter the GL account code associated with freight charged for this carrier.

Sub-Accounts
If you use Sub Accounts on your GL Chart of Accounts, you can select up to 4 sub accounts here.

7.4.6 Freight

Freight Top Previous Next

System Setup | Freight

The Freight screen displays Freight Payment Methods in a list. This feature allows you to define the
method of paying for fright charges on shipments and deliveries.
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]

&l

v | (X8 @
FreightMame Prepaid Freight
Collect
Pick-up
Prepaid
Prepaid & Charged

Qo

Prepaid & Charged

M amne: | Prepaid # Charger

[ ] Frepaid Freight

oK LCancel

W
= —

There are four default freight payment methods automatically set up in Pilot. howewer, you may edit or
create your own freight payment methods as needed.

» Prepaid (seller pays shipping company)

» Prepaid and Charge (seller pays shipping company, and bills customer)
»  Collect (customer pays shipping company)

« Pick-up (customer picks up, nobody pays)

Tip: You can enter the 1st letter or use the down or up arrow keys to select.

To add a new Freight method: click the New button.
To edit a Freight method: double-click the freight method. Or select the freight method and press

Enter
To delete a Freight method: select the freight method and click the Delete button.

You can select a freight method with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

The menu has options to
- refresh the data displayed to show changes entered by other users, etc.

«  print the list

Name

Enter the name of the freight method.
Example 1: FOB New York.
Example 2: Pick-up

Prepaid Freight
If this is a "Pre-paid" freight method you can check this box. If that freight method is selected, it will

prompt the employee entering the shipment to add the freight charge.
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7.4.7 Price Lists

Price Lists Top Previous Next

System Setup | Price Lists

The Price Lists screen displays price list names.

Pric&d ists

O
SEAC

Mame g
b ain '
Prefered Customer

1S Customers

To add a new price list you first enter the name here and then enter item prices for this price list.

When entering a sales order or AR inwice the default price for each item depends on the price list
specified for the customer. Example: Main, Preferred Customer, Government, Distributor, etc. Even a
custom price list for this one customer. On new customers this defaults to the default price list on
Your Company.

To add a new price list: click the New button.

To edit a price list name: double-click the price list. Or select the price list and press Enter or click
the Edit button.

To delete a price list and all prices for that price list: select the price list and click the Delete
button. (Only allowed if the price list isn’t specified for any customers or as the company default).

You can select a price list with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to
- refresh the data displayed to show changes entered by other users, etc.
« print the list of names

Name
Enter the name of the price list.
Example 1: Main
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Example 2: Preferred Customer

7.4.8 Prices/Price Breaks

Prices/Price Breaks

Top Previous Next

The Prices and Quantity Price Break screen allows you to enter the pricing for price lists in the
system. Enter Quantity price breaks for items with volume based pricing.

=] Prices - | bt
[Ouewl [ it Ix De.letel [['r:apyIE h'weasel [@m] [Gﬂefreshlel-leub] [ 3 Bxport | | Price List: ygi0
Item Mo,  Description Disallow Discount  Average Cost Standard Cost ~
1001 Creamy Caesar - case 24 x 250 ml 20,22 ] 261,17 82,26
1002 Creamy Caesar - case 12 x 500 ml 19.50 | £561.03 £7.00
1003 Italian Herh - case £21.43
1004 French £18.27
1005 Strawbel £10.14
1007 Strawbe Iterm: |Eleam_l.J Caesar - case 24 » 260 ml | §9.27
1009 Peach 1z £10.21
1010 Peach 12  Price List: |Main | £9.41
1011 Apricot 3 Unit Price: £10.58
1013 Raspber 58,93
1014 Salt {Ka) [®] Digallow Discourt §1,000,000.00
1015 Pepper Frice Breaks: £2,25
1018 Sugar (K Qty Percentage UnitPrice £0.93
1017 Water (I 100 19.00 £0.15
1018 Olive Gil 500 18,00 §2.59
1019 Balsamic 2000 17.00¢ £2.85
1020 Red Wini £2.14
1021 Worcest 83.67
1022 Anchovy £8.33
1023 Dijon Mu £6.45
1024 Mon-Fat 20,20
1025 Eag Yolk 82,36
1026 Mon-Fat £4.70
1027 Minced G §1.15
1028 Dried Ba: £4.45
1029 Ground ¥ £4.45
1030 Ground 1 Ok Canicel £4.45
1031 Mixed Parsey—gay — o £3.30

7.4.9 Discount Codes

Discount Codes

Top Previous Next

Discount Codes can be created with percentage discounts. These discounts can be assigned to
customer through the Customer Pricing/Discounts screen.
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o

e ) (X 5)1(@

Discount Code  Description
DIST Drigtribuwtor

Discount

20.00

Digcount Code: DIST
Descrption: Diigtribator

Digcount Percentage: 20,00
Maotes:

20% Dizcount for distributaors.,

=] pisT —

O

X

LCancel

7.410 Contract Pricing

Contract Pricing

Top Previous Next

Contract pricing can be entered for specific ltems and Customers which overrides the Price List pricing

for that item.

A standard Unit Price can be entered along with quantity price breaks. These contract prices and
price breaks will override the pricing set up on the default price list for the customer on that item.
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=

-]
[ & New I e [x Delae] IE Increa"l l“"‘ Refr"h[ Q = ]
£ E3 of | £ ]
Customer Mo Customer Name Item Mo Item Description Price Lol
1001 Better Foods Corp. 1001 Creamy Caesar - case 24 x 250 ml fdsafdsafd 121.00
1005 Cool Foods (1867) Lt 1003 Italian Herb - case 12 x 500 ml 47.00
Contract Price: Cool Foods (1867) Ltd. - talian Herb - cése 12 x 5., X
tem: 1003 -
Description: | ftalian Herb - case 12 x 500 ml -
Customer: Cool Foods (1867) Ltd. e
Unit Price: m
Price Breaks:
Qty Percentage UnitPrice
10 45.00
50 40.00
v
oK Cancel

o To create a new contract price click the New button.
o To edit an existing contract price, select it in the contract pricing grid and click the Edit button.
o To delete an existing contract price, select it in the contract pricing grid and click the Delete button.

NOTE: Contract pricing for specific items can also be viewed in the Inventory - Item - Pricing/

Discounts screen. Contract pricing for specific customers can also be viewed in the Sales -
Customers - Pricing/Discounts screen.

7.411 Volume Discount

Volume Discount Top Previous Next

Volume discounts can be entered for items where discounts apply based total order price rather than
the quantity sold. If the discount is based on the quantity sold, you can set up quantity price breaks
for the item under the price list or contract pricing. The wolume discounts are assigned by customer

type. The discount will only be applied to customers of the type listed in the volume discount screen.
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(28] Volume Discount

— d

D | T | X duee] (G retesn] @ e | |

=

Discount Mame
Order Discount

Yolume Discount: Order Discount

Minimurm Value Discount Rate
£300.00 10.0

Name:; | Crder Discount

Wirirnwrr:

$300.00

Dizcount %a: 10.0

[ & hew Ix Delete]

|Cu stomer Type

b Wholesaler
Government

Fields

Name
Name of the volume discount rule.

Minimum

The minimum amount of the total order value for the volume discount.

Discount %

The discount percentage to be applied to the entire order if the amount is over the minimum.

Customer Type
The customer types for which the

wolume discount applies.
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7.4.12 Customer Terms

Customer Terms allow you to set up standard company payment terms for customers. These terms can
be assigned to each customer through the Customer card - Terms/Sales tab. The terms rules for
Discount %, Discount Days, Net Days, etc. still need to be set up for each customer. You can set up
default customer terms and terms rules for new customers under the Setup - Your Company - AR
Options screen.

Terms

Mew x @ a
Terms L]
NET 20 '
Net 45

Sales - Customers - Terms/Sales
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7413

Better Foods Corp.

Customer no.: Customer Type: |General ~ Edit Custemer Types Created: I:I Entered By:

Name: |Better Foods Corp.

| [ suspended Last Edit:  Admin

Address ShipTo BilTo Terms/Sales pricing/Discounts Commission Contacts MNotes Invoices Payments Documents Custom  Print Options Emails  fem History
Taxes

Options
Tax 1: Tax1 w Edit Exemption no.: Al\nw Backorders. Print Statements IE‘ Send E-Mails
Tax 2. Tax2 iV Edit Exemption no.: Credit Managsment
Tax no./Business no.:
D Reseller Agreement
D Block Sales Order Entry |:| Block Shipment
Reseller State: I:I
D Credit Hold |:| Past Due Warning
Other Past Due Limit: I:I
Currency: | Domestic Currency w Edit Currencies
Terms
Salesperson 1: | House Account ~ |[E] Edit Salespecple Comm Rate 1

1 Discount %: I:I
Salesperson Z: ~ Edit Salespeople  Comm Rate 2:
Message: Discount days: l:l
Net days:

Oc.oo.

Shipping & Freight Avg Days to Pay

Default Freight

Method: Prepaid & Charged ~ [] Prompt to charge freight Terme Description:
Freight Options NET 30 o Edit
[1Prepaid  Prepaid Freight |
Limit:

[]warning Onty [ From End of Month

Or

Default Prepaid [IFlatRate  Flat Amount | |
Freight

(¥

Default Carrier: £ Carrier Acct # l:l

Defaut Customer Location

Location: ~

Credit Status oK Cancel

Sales Category

(System Setup - Sales - Sales Category)

Sales Categories can be set up to identify and categorize sales for searching and reporting. The Sales
Report "Inwoice Profit Analysis" data view includes the Sales Category for each sales order. The sales
category is an optional field and is not required on sales orders.
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Sales Category

H S =
HE men 1] ¢ 15| | @
Category De=scription L]
Government Gov :
Commercial Cormm
Distributor Dist

W

7.5 Inventory

751 Item Types

ltem Types Top Previous Next

System Setup | ltem Types

The ltem Types screen displays item types in a list.

ltem Types

(S e | X ]| @

Item Type Name Inventory  Costing Method Exclude from MRP Subcontract Service Labaor fOverhead ~
Dreszing for Salad Standard |:| |:|
Finished Good Average |:| |:|

Finished Goods Average |:| |:|

Inactive Awverage |:| |:|

Jam Standard |:| |:|

Labor Standard | | Labor

Owverhead Standard |:| |:| Owverhead

Packaging Material Awverage |:| |:|

Raw Material Average |:| |:|

Sub Assembly Average |:| |:| ¥

Item Types are used to group items. Example: Raw Material, Packaging Material, Widgets, Brackets,
Sundry, Labor, etc. This facilitates selecting items when entering orders, etc., and printing reports
sorted and/or summarized by item type. You specify on the ltem Type which costing method should

© 2022 Pilot ERP Software



110 Pilot ERP Manual

be used and whether items in the ltem Type are inventory items.

To add a new item type: click the New button.
To edit an item type: double-click the item type. Or select the item type and press Enter.
To delete an item type: select the item type and click the Delete button.

You can select an item type with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

Name

Enter the name of the item type.

Example 1: Widgets

Example 2: Labor

Example 3: Miscellaneous charges (freight, etc.)

Inventory

Check here if this item type is for inventory items. Or uncheck if this item type is for labor or
miscellaneous charges, which should be excluded from inventory reports and not have Cost of Goods
Sold and Inventory GL entries on JVs created when posting AR inwices.

Costing Method

If this is an inventory item type, select the costing method to be used: Weighted Average Cost or
Standard Cost. This is used for the Cost of Goods Sold and Inventory GL entries on JVs created when
posting AR inwoices. Also it is used for reports showing inventory value.

Example 1: Manufactured items = Standard Cost.

Example 2: ltems purchased for resale = Weighted Average Cost.

Exclude from MRP
Check this option if you wish to exclude the item type from MRP generation.

Subcontract Service

Check this option if the item type is used for outside subcontract senices. These items can entered in
the Bill of Material and work order, then a purchase order can be generated through the Buy for Work
Order feature. The cost of these items will be automatically issued to the work order when the PO
inventory receipt is posted.

Labor/Overhead

If you are using an item in the Bill of Materials for Labor or Overhead costing rather than the labor
routings, you can define the item type as Labor or Overhead here. This is for Non-Inventory item types
only.

7.5.2 Location Groups

If you have multiple manufacturing and/or warehouses, Location Groups allow you to create groups of
inventory locations for use in MRP.
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|2 Location Groups — O >
(B e | X [ @
Group Mame Description
West Plants Weszt Plantz
|2 West Plants = O et

Lecation Group  |pcations

Mame: flest Plants

De=scription: | West Plants

After setting up location groups, those groups can be assigned to locations through the Setup - Inventory
- Locations tab.

= Our Warehouse — O x

Location Details

Mame: Cur Warehouse

Address: 12345 Sample Street

Samplecity, ZF 12345

Sampleland

City:
State:
Zip Code:
E-Mail:
Options
Exclude from COn-Hand for MRP
Exclude from COn-Hand for tems
Main Location Group: | £0=c0 mlE=E - |

oK || Cancel |

To activate location groups in MRP, you will need to select the "Run MRP by Inventory Locations" in the
the Setup - Your Company - Manufacturing tab.
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7.5.3 Locations

Locations

System Setup | Locations

The Inventory Locations screen displays your warehouse locations in a list.

e

=] Inventory Locat.ans - O

Maw b 4 E.I 9

Mame

MRB

Owr Warehouse
Shipping

United Storage

2| Our Warehouse —

Location Details

Name:

Address: 12345 Sample Street
Samplecity, ZZ 12345

Sampleland

City:

State:

Zip Code:

E-Mail:
Options

Exclude from On-Hand for MRP

Exclude from On-Hand for kems

Main Location Group:

Cancel

Top Previous Next

Locations represent warehouses or bins, shelves and areas within a warehouse where inventory items

are stored.
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To add a new location: click the New button.
To edit a location: double-click the location. Or select the location and press Enter.
To delete a location: select the location and click the Delete button.

Name
Enter the name of the location.
Example: Our location

Address
The location address prints on purchase orders so the vendor knows where to ship the goods.

Options:

Exclude from On-Hand for MRP - this setting will exclude any inventory quantities on hand in
the location from the calculated total on hand quantity use by MRP. Examples of locations that could
be excluded are (QC, MRB, Consigned Material, Scrap).

Exclude from On-Hand for Items - this setting will exclude any inventory quantities on hand in
the location from the total on hand quantity for the item shown in the item screen and on reports. This
can be used in addition to the Exclude form On-Hand for MRP setting or separately.

Main Location Group

If using locations in MRP, you can set up Location Groups (Setup - Inventory - Location Groups) and
assign the location to a group. When running MRP, inventory quantity on hand, demand and supply
can be calculated and displayed by Location Groups for each item.

7.54 Lots

Lots Top Previous Next

Lots show all Lot codes entered against any inventory item through inventory transactions.
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7.5.5

S
[tem Mo Item Description Lot Mo Lot Expiry Date ~
1001 Creamy Caesar - case 24 x 250 ml 0115201 ‘
1001 Creamy Caesar - case 24 x 250 ml 0323201
1001 Creamy Caesar - caze 24 x 250 ml 032520-2
1058 Peach Jam - label 500 ml (1000} e43r
Lot tem Sold Lot tem A123
Lot ttem Sold Lot ttem B123
Lot ftem S0id Lot ftem C123
Lot tem Soid Lot ttem M123 29 Jul 2020
S0T080SP o

Print all lot numbers using the Printer icon.

Manufacturers

Manufacturers can be set up and assigned to purchased Vendor ltems along with a manufacturer part
number. The manufacturer and manufacturer part number can be displayed on the Purchase Order and
other reports. Inventory can also be stocked by the manufacturer and displayed in inventory when

issuing to work orders, shipping or on reports.
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Manufacturers = O >
(Bl new | X =] @
Mfg Code Manufacturer Name
ABCMFG ABC Co MFG
1| ABC Co MFG - O X
Mfg Code: |
Name: |AEC. Co MFG |
Address: | |
| |
| |
| |
City: | |
State: | |
Zip Code: | |
E-Mail | |
Website: | |

B o« | e |7

7.5.6 Adjustment Codes

115

Inventory Adjustment Codes can be set up and used on manual inventory adjustments to categorize
each adjustment. Reporting for the inventory transactions by adjustment codes is available under the

inventory reports section.

@ Adjustment Codes -

HIEE= R AN

Adjustment Code Adjustment Name
INV Inventory Adjustment
3TC Stock Count
5TC *

Adjustment Code:

Mame: |51nck Count |

oK | | Cancel |
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7.6 Purchasing
7.6.1 Purchase Order Types

Purchase Order Types Top Previous Next

Pilot allows you to specify multiple purchase order types. Purchase Order types provide a method to
categorize different PO's and allow you to specify separate prefixes for each type as well as assign a
customized purchase order form. A default purchase order type can be assigned for your company
through the System Setup > Your Company > Purchasing tab. The purchase order type can be
selected and changed within each purchase order.

PO Types

e || X181 @
Type Prefix Inactive L]
MATERIAL ORDER PO ]
SERVICE SV L]
SUBCONTRACT 5C ]

L

To add a new purchase order type: click the New button.

To edit a purchased order type: double-click the purchase order type. Or select the purchase order
type and press Enter.

To delete a purchase order type: select the customer type and click the Delete button.

You can select a purchase order type with the mouse or by the keyboard via the Page Up/Down and
arrow keys.

Purchase Order Type Detail
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MATERIAL ORDER

Type: Description: Prefix:
MATERIAL ORDER | [PuRcHAsE oRoER| | |po | Cimactive

Print Options

Purchase Quote: | Default |

Purchase Order: |Defaurt |

Material Received: | Default |

oK Cancel

Type
This is the name of the purchases order type. This will display on your purchase order if selected.

Description
Enter the description of the sales order type.

Prefix

Enter the prefix for the sales order type (optional). This prefix will be added to any sales order number
when the type is selected. This prefix can be left blank if you prefer not to add a prefix to your sales
order number.

Inactive
Check this option if the PO Type is no longer active and should not be available to assign to a PO.

Print Options - Select the custom purchase order forms for the type. The default form will be used if a
custom form is not selected.

Purchase Quote
Purchase Order
Material Received

7.6.2 Departments

Departments Top Previous Next

Departmental codes can be entered here and assigned to Purchase Orders for reporting.
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Departments

new ||| 3 | = ||| @
Department Mame Active A
PARTS
oc
R&D
W

7.6.3 Vendor Types

Vendor Types Top Previous Next
System Setup | Vendor Types

The Vendor Types screen displays vendor types in a list.

Vendor Types are used to group vendors. Example: Inventory, Shipping, Admin, etc. This facilitates

selecting vendors when entering inwoices, etc., and printing reports sorted and/or summarized by
vendor type.

Vendor Types

new ||| 3 | = ||| @
Vendor Type ~
Admin :

[Fveerbany

SalezRep
Shipping
Subcontractor

To add a new vendor type: click the New button.
To edit a vendor type: double-click the vendor type. Or select the vendor type and press Enter.
To delete a vendor type: select the vendor type and click the Delete button.

You can select a vendor type with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

The menu has options to
- refresh the data displayed to show changes entered by other users, etc.
«  print the list
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Name

Enter the name of the vendor type.

Example: Inventory

7.6.4 Accounting Codes

Accounting Codes

Top Previous Next

Accounting Codes can be entered here and assigned to Purchase Orders as needed for reporting.

These can be used to group and classify purchase orders.

Accounting Codes

| X 5)1.@

Accounting Code Active
G,
RD
SHOW

A

7.7  Accounting
7.71 Banks

Banks

System Setup | Banks

The Banks screen displays bank accounts in a list.

Top Previous Next

A “bank” here refers to a bank, credit card, merchant account or other financial account, so if you have
multiple accounts at a bank or multiple credit cards you should set up a separate bank record for each

account.

A default bank account can be selected for AR and AP Payments. The default can be assigned in the

System Setup > GL tab.
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EEAEIET)

Bank Currency Inactive
Bark - Domestic Domestic Curmency [m]
Bark - Foreign 1 Faoreign Currency 1 [m]
Bark - Foreign 2 Faoreign Currency 2 [m]
11
=
M arme: Eark - Domestic |nactive
GL Account. | 1005 Bark - Domestic -
Currency: Domestic Cumency -

To add a new bank: click the New button.
To edit a bank: double-click the bank. Or select the bank and press Enter.
To delete a bank: select the bank and click the Delete button.

You can select a bank with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to

- refresh the data displayed to show changes entered by other users, etc.
- display the Bank Book for the selected bank account

- display the Bank Reconciliation screen for the selected bank account

«  print the list

To view bank balances and transactions use the Bank Book.

Name
Enter the name of the bank account.
Example: The Royal Bank

GL Account
Select the GL account for this bank account. If you need to add a new GL account to the drop down
list, click the “3 dots” button.

Currency
Select the currency of the bank account. If you need to add a new currency to the drop down list, click
the “3 dots” button.

Inactive
Check this option if the bank account is no longer used. This will prevent the bank account from being
used in future AR Payments or AP Checks.
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7.7.2 Currencies

Currencies Top Previous Next

System Setup | Currencies

The Currencies screen displays currencies in a list.

(=] Currencies — O

e || X [ 1@
Currency Mame Exchange Rate L]
Domestic Currency 1
Foreign Currency 1 1.5
Foreign Currency 2 22

Foreign Currency 1

Gereral L Accounts

M arne: | Foreign Currency 1

Exchange Rate:

0]4 Cancel

To add a new currency: click the New button.

To edit a currency: double-click the currency. Or select the currency and press Enter or click the
Edit button.

To delete a currency: select the currency and click the Delete button.

You can select a currency with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to
- refresh the data displayed to show changes entered by other users, etc.
« print the list

GL Accounts

Accounts Payable, AP Discounts, Accounts Receivable, AR Discounts, AR Write-offs (default), and
Gain/Loss on Foreign Exchange. Select the GL accounts for this currency. If you need to add a new
GL account to the drop down list, click the “3 dots” button. If this is your domestic currency, leave the
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Gain/Loss on Foreign Exchange account blank.

Foreign Currency 1

General  GL Accounts

Accounts Payable: Accounts Payable - Foreign 1 e
AP Digoounts: Purchaze Discounts - Forgign 1 | s
Arccounts Receivable:; Accounts Receivable - Fareign 1|+
AR Dizcounts: Cazh Digcounts - Foreign 1 e
Default AR Wite-offs: Cazh Dizcounts - Foreign 1 e
Gain/Lozs on Exchange: Gain/Loss Foreign Exchanage - Far s
Process Fee: |:| o
Cuztomer Deposit; I:I w

ok, Cancel

When setting up vendors and customers you specify the currency, thereby setting the currency for
their invoices. You can set up a default currency for Your Company so that this information is entered
automatically.

Data from AP and AR inwoices is passed to the GL system automatically with expenses and revenues
converted from foreign currency to domestic currency. "You can trade globally in multiple currencies
while your books remain in domestic currency”.

For more info on multi-currency operation see Multi-currency Owvenview.

Name
Enter the name of the currency.
Example: Canadian

Exchange Rate

Leave exchange rate blank if this is your domestic currency.

This is the factor by which to multiply a foreign currency to convert it to your domestic currency.
Revenue, expense, discounts, and write-offs are converted to domestic currency when posting to the
GL. The difference goes to the gain/loss on foreign exchange GL Account. The exchange rate should
be updated periodically to the current exchange rate so as to keep the conversion as accurate as

possible.

Example: 1.4 Converts US dollars to Canadian (if you are a Canadian company) if US$1.00 =
CDN$1.40

Example: 0.72 Converts Canadian dollars to US (if you are a US company) if CON$1.00 =
US$0.72

GL Accounts
Accounts Payable, AP Discounts, Accounts Receivable, AR Discounts, AR Write-offs (default), and
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Gain/Loss on Foreign Exchange. Select the GL accounts for this currency. If you need to add a new
GL account to the drop down list, click the “3 dots” button. If this is your domestic currency, leave the
Gain/Loss on Foreign Exchange account blank.

7.7.21 Multi-currency Overview

Multi-currency Overview Top Previous Next

Pilot tracks AP and AR in multiple currencies, the currency of the invoices being based on the
currency of the vendor or customer. When you set up a vendor or customer you specify their currency,
then all invoices or payments for him/her are in that currency. The (AP) Open Payables report and (AR)
Aged Trial Balance report show any foreign currency balances in the foreign currency and in domestic
currency. There is an extra line printed such as "Vendor totals (domestic)" for foreign currency vendors
and customers, and the report totals are in domestic currency. Also these reports allow currency
selection, so you can see how much you owe or are owed in each currency.

The GL is in one currency (referred to as "domestic" currency). Data originating from the AR and AP
(revenue and expense accounts) is automatically converted to domestic currency via the exchange
rate on the currency table. Foreign currency balances (bank accounts, each foreign currency AP
account, AR, and any loans) are stored in foreign currency, but converted to domestic currency by an
auto-reversing JV at period-end prior to printing financial statements. See example. This JV uses the
latest exchange rate which you would get by phoning the bank, and the foreign currency balances
which you could get from the GL Trial Balance report or the GL Totals screen.

The net result is that the expense and revenue accounts are converted using a best guess (the rate for
the currency when the inwoice is posted), and the difference between that and the actual rate (the day
the payment goes through the bank) goes to the exchange gain/loss accounts (one for each foreign
currency). Any increase or decrease in the value of the foreign assets and liabilities due to exchange
rate fluctuations also goes to the exchange gain/loss accounts. Note: The exchange gain/loss
accounts can be categorised as "expense" or "revenue" accounts, either is suitable.

The exchange rates don't have to be updated daily, they only need to be approximately accurate, so
maybe only updated monthly, because the fluctuations in exchange rates are tracked through the gain/
loss accounts.

When entering AP Checks or AR payments, you specify the bank account. The currency of the bank
account must match the currency of the vendor or customer.

Ideally you should have a bank account for each currency you deal in. So if a vendor bills you in xyz
currency, you pay him in xyz currency from the xyz currency bank account. Alternatively, if your bank
accepts foreign currency deposits to your domestic currency account, you can do this by setting up
"dummy" foreign currency bank accounts and entering a JV to convert each deposit to domestic
currency.

Example: Domestic currency is Canadian dollars and we want to deposit a US$100 check

Bank name: US deposits

Currency: US dollars (exchange rate: 1.3)

Bank GL account: Bank Canadian

Invoice US$100 (Revenue GL account CDN$130 CR, AR US$100 DR, gain/loss CDN$30 DR)
Payment US$100 (AR US$100 CR, Bank CDN$100 to be adjusted by JV)
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JV Description: To record exchange on US deposit
30.00 Bank Canadian
-30.00 Gain/loss foreign exchange

To record the purchase of foreign currency see example.

Foreign currency inventory purchases (inventory receipts) are converted to domestic currency when
updating inventory costs.

The sales analysis reports and sales history screen show foreign currency sales converted to
domestic currency using the exchange rates when the inwices were posted.

The sample data illustrates multi-currency operation. It shows a Canadian company called "Sample
Data", which has Canadian and US vendors/suppliers and Canadian, US, and UK customers.

The sample data is created with recent dates: an opening balance JV to 2 months ago, a full month's
data to last month including period-end JVs, and some inwices to this month. Note: For data to show
on the GL reports and history, the JVs need to be posted.

The opening balance JV has the foreign currencies (bank and AR, not AP which is assumed to be paid
out from the prior system) entered in the foreign currency (ie. 100 pounds or dollars = 100) and the
amounts required to convert these to domestic currency entered to the exchange gain/loss accounts
(debit). Then the period-end auto-reversing JV converts the foreign amounts to domestic and books the
difference to exchange/gain loss (credit).

In the 1st period (opening balance transferred from previous system) the net effect is zero for exhange
gain/loss and the foreign currency balances are converted to domestic currency for the financial
statements.

But in the 2nd period, the income statement for last month shows there was a slight gain since the US
and UK exchange rates changed from 1.47 and 2.34 to 1.5 and 2.2 (to Canadian ..the currency of the
sample data). This gain being made up from all the amounts automatically logged to the gain/loss
accounts from foreign AP and AR inwices, and the period-end JVs.

Note: If you run an income statement for the current period, you'll see a large amount in gain/loss
since the sample data doesn't have the period-end JVs for the current period. To see proper data for
foreign exchange gain/loss you need to look at the income statement for last month (or enter the JV for
this period-end).

7.7.3 Accounting Periods

Accounting Periods Top Previous Next

Custom accounting periods can be used if your fiscal year is different from the calendar year. In order
to set up your system to use the custom accounting periods you will need to select the "Custom
Accounting Periods" option in the System Setup > Your Company > GL tab and define the starting
month for your fiscal year.

© 2022 Pilot ERP Software



System Setup 125

=] Accounting Periods — O x
New | I Auto Fil X =@
Period ID Fiscal Year Period Mo Start Date End Date L]
202101 2021 01 01 Jan 2021 31 Jan 2021
202102 2021 0z 01 Feb 2021 28 Feb 2021
202103 2021 03 01 Mar 2021 31 Mar 2021
202104 2021 04 01 Apr 2021 30 Apr 2021

202105 202
202106 202 Jun 2021

202107 22| PeriedD: 202101 1 Jul 2021
202108 202]  Fiscal Year 1 Aug 2021

202109 202 0 Sep 2021
Period No: 01
202110 202 -

202111 202 Start Date: [ 1/1/2021 0 Mowv 2021
202112 202 End Date: 1312021 1 Dec 2021

202201 202 1 Jan 2022
202202 202 oK Cancel Feb 2022

202203 20 03 O War 2022 31 Mar 2022

202204 2022 04 01 Apr 2022 30 Apr 2022

202205 2022 05 01 May 2022 31 May 2022

202206 2022 08 01 Jun 2022 30 Jun 2022 w
Period ID

The unique ID for the period. The standard format is YYYYMM.

Fiscal Year
Fiscal year for the date range selected.

Period No
The period number for the date range selected.

Start Date
Start Date for the Accounting period.

End Date
End Date for the Accounting period.

7.7.4 Cusotmer Payment Types

Payment Types Top Previous Next
(System Setup - Accounting - Customer Payment Types)

The customer payment types can be created in this setup screen and selected in the Accounting -
Customer Payments screen when recording customer payments for AR Inwices. Customer Payment
types are entered to record the method of payment. There is also an option to use a payment gateway
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for charging customer credit cards during customer payment or deposit.

Customer Payment Types

Mew x g 9
Payment Type Name Use Payment Gateway f‘\
Check ]
Credit Card
Electronic Transfer ]
W

Customer Payment Type detail.

The "Use Payment Gateway" checkbox indicates whether you use this payment type for integrated
credit card processing payment gateways available on the System Setup - Your Company - Sales
screen.

B Credit Card

vame:  [BEEEE

Use Payment Gateway

oK Cancel

7.7.5 Vendor Payment Type

(System Setup - Accounting - Vendor Payment Types)

Vendor Payment Types can be set up to classify the processing of AP Payments (Checks).
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B vendor Payment Types

HE e || X 2] @
Payment Type Mame Payment Method Ly
ACH EFT
Cash Cash
Check Print Check
Credit Card CCard
IManual Payment Manual
W

Field Explanations

Payment Type Name
Enter an up to 10-character code to identify the payment type on lookups and screens.

Payment Method - Four options are available:

Print Check
Select this option if this payment type’s transactions are to be paid by printed check.

Manual

Select this option if this payment type’s transactions are to be paid by manual check, payment to
match/clear inwice and credit or any other payment done other than a company check, cash, credit
card or EFT.

EFT
Select this option if this payment type’s transactions are to be paid by electronic file transfer.

CCard
Select this option if this payment type’s transactions are to be paid by credit card.

7.7.6 Sub Account Type

Sub Account Types can be set up and maintained through this setup screen. Sub Account types can
be assigned to your General Ledger Account codes through the Accounting - GL Accounts screen. The
GL Sub Account types can be used to categorize and group GL account codes for reporting.
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Sub Types I}

Maw | b4 g.l | g

Sub Account Type ~
Cazh ;

Accounts Recervable
[ Fiventony

Other Current Azsets
Fixed Aszets
Accumulated Deprecia
Other Azzets
Accaunts Payable
Other Current Liabil
Long Term Liabilitie

E quity-doeznt cloze
Equity-Fetained Eam
E quity-gets clozed
Income

Cozt of Sales
Expenses

The GL Account Codes "Sub Type" field in the account detail screen. This is an optional field and does
not need to be entered if you do not plan on running reports by a sub account.

Bank - Domestic

General Notes.

Account no.: [ suspended

Mame: |Elank-Dumesti|:

Type

(@ Azzet

{2 Liability

O Revenue

O Expense Cost of Sales
OEqu'rt'_,r Retained Earnings

Sub-Type: Cash ~

oK Cancel
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The GL Reports Yearly Income Statement and Yearly Balance Sheet include an option to run the report
by Sub Account Type. This would exclude any GL accounts that are not assigned that sub account
type

These reports also have the option show Sub-Account type Total Only which would group and total by
the sub account on the report. If this option is selected, the report would not show individual GL account
codes, only the Sub Account Types. NOTE: If this option is used, all GL account codes should be
assigned a a Sub Account type.

GL Reports

Yearly Income Statement
Yeardis of Selection. ..

(®) Year () Ag of
Petiod: 2041

Sub-Type: w
Sub-bccounts Totals Oy

D ata Wiew Cancel

7.8 Warranty
7.8.1 Credit Types

Credit Types Top Previous Next

Credit Types can be entered here for entry into the Warranties.
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| Credit Types = O >
(B || X | @
Credit Type L]
Mo Charge
Free Labor
|59 Mew Credit Type = O et
Credit Type:
Ok | | Cancel
W

7.8.2 Warranty Claim Status

Warranty Claim Status Top Previous Next

Custom Warranty Claim Status can be created here for entry into Sales Warranties.

|==] Warranty Claim Stat — O >
HIERETAE AL -]

Status Mame L]
Subritted
IInder R eview

Approved

|= Mew Warranty Clairmn Status — O =

Statuz:
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7.9 Report Designer

791 Report Designer Overview

Report Designer Overview

Report Designer

- The Report Designer allows you to edit your Sales Orders, Pick List, Bills of Lading, Inwice,
Purchase Order and Shop Trawveler to almost any format you need.

131

Top Previous Next

This Report Designer is accessed through the Setup — Report Designer menu.

|=5] Pilot ERP - Pilot ERP Software

File [ Setup| View

f
5

Ope

574

£34

82

514

Your Company
User Security
System Alerts

Manufacturing
Inventory

Sales
Purchasing
Accounting
Service
Warranty

Links

Beport Designer

Data Import Wizard

Accounting Interface
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|24} Report Design

Sale:  Service Purchasing  Manufacturing
8¢ Choose areport.

Sales Quate

Sales Order

AR [nvaoice

Picking Slip

Packing List

Hazardous k aterial Packing List
Internet Sales Order
Shippinig Order Confirmation
Shipping Label

Technical Submittal

Salez Quote [Mo Prices]
Termsz & Conditions

B o Labels

Packing Slip

Custormn Sales Order Labels

Cuztom Reports

Cuztomize

Restore Default

Cancel Help

- Select the form you wish to edit and click on the Customize button. This will open the report editor
window where you may edit existing text labels, add your own text, images or database fields.

- Make changes to the form by simply dragging the fields to where you want them to print or add fields

with the easy to use toolbar.

- Sawve your customizations and they will print for every user.

- You also have the ability to revert to the default form if you decide you want to abandon any changes

you have made.

Report Designer Preview
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= C:\Program Files\Pilot ERPAForms\QuoteReport.cqr:
File Edit WYiew Report Help

o [ : Quote
CompanyName Page: Page#] |

........... TSI i S S St |

ullAddress

[ S 4

Guote no.

55

=1

'
i
'
'
|
.
i
! 5ub Ditail

5
|
i
:
g
|
i

;‘Child __________________
P, :
i Tax2bescrptionRate | TaxAmount |
: hipping “Freightdmoun | ¥
< >
A
710 Import Wizard
7.10.1 Import Wizard Overview
Import Wizard Overview Top Previous Next

Create Source File First

Before using the import wizard, you will have created an export file from your other system, unless
your other system is in a data format that can be directly connected without an intermediate table
created.

Opening Screen
System Setup - Import Data Wizard
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[=7] Data Import Wizard

Import  Legacy Imports - Emor Log — Imported Values
B¢ Chooze a Table.

Customers

Wendors

[terms

Billz of b aterial - b aterialz

Billz of b aterial - Boutings

GL Accounts

Wendar [tems

[rwentony Adjustmentz

Payrall /% [mpart

[tern Price List

[tern Qty Price Breaks

Yendor [tem Gy Price Breaks
Customers ltems

Custormers Sales Orders - Header
Cusztomers Sales Orders - Details
Customer Sales Invoices - Header
Cuztomer Sales Invaices - Detailz
Customer Ship To

Custorer Payments

Yendar PO - Header

Yendar PO - Detailz

Yendor Purchaze Invoices - Header
YYendar Purchaze lnvaices - Detailz
Yendor Payments

b anufacturer

W anufacture [tems

Start [mport
Wizard

Help

On the opening screen, select the information you wish to import from the Table List, then click the

"Start Import Wizard" button.

Step 1 — Select File Format
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-
|| Customers

File Format

Thiz wizard allows pou b zpecify detailz on how pou would like to impaort
data. Please select the file format of the data vou would like to import,

@ Text file [ txt)
(71 'wéord file [* doc)
(71 M5 Windows clipboard

et

° () Excel file [*.1l)
[, () Lobug 1-2-3 file [%wk1]
"y ) QuattraPra file % wal]

(71 5PSS5 file [*.zav)
(") Openlffice spreadsheets [* odt)

(70 M5 Outlook,

S pecifications. . £

< Back

:
() Paradox file [*.db]
() DB aze file [*.dbf)
() MS Access database [*.mdb)
() AD0 connection

() Advantage table [*.adt)

) DBISAM table [*dat]

(") Clarion table [*.dat)

(71 HTHL file [* ke bkral]
() #ML file [ =l

() Windows Address Baak [*.wab)
() YCalendar Data file [*ves)

135

On this screen you will select the file format of the source file from which you are importing. Your
choices are as follows:

Once your selection is made, click the Next button.

Text file (*.txt)

Word file (*.doc)

MS Windows Clipboard

Excel file (*.xlIs)

Lotus 1-2-3 file (*.wk1)
QuattroPro file (*.wq1)

SPSS file (*sav)

OpenOffice spreadsheets (*odt)
MS Outlook

Paradox file (*.db)

DBase file (*.dbf)

MS Access database (*.mdb)
ADO connection

Advantage table (*adt)

DBISAM table (*.dat)

Clarion table (*.dat)

HTML file (*.htm, *.html)

XML file (*.xml)

Windows Address Book (*.wab)
VCalendar Data File (*.vcs)
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Step 2 — Enter File Source

E Customers

File Hame
Select the file that contains the data vou would like toimpart,

[mpart from File:

Q C:ADocuments and SettingzSMAT T4y DocumentsiCustomers. sls |B

b
2 File Origir:
Sy
s

AMSI fafindones] w

] (e o)

On this screen you will use the Import from File field to enter the path to your source file. You can
click the navigation button to the right of the field to navigate to and select your source file.

In the File Origin field, select whether your source file is originating from Windows or DOS.

When your entries are complete, click the Next button.

NUMERIC FIELDS: If the source file is other than Paradox or Dbase, numeric fields should contain
only numbers and no spaces. If a space is encountered, the import program will ignore all data to the
right of the space.

PARADOX OR DBASE FILES: If you selected Paradox or Dbase files in step 1, the program will skip
step 3 and step 4 screens and will take you directly to the step 5 screen.

If You Can’t Find Your File

If you cannot find your file, it may be that you selected the wrong file type in Step 1. Go back to Step
1 and make sure you have selected the correct file type.

Step 3 - Text Settings - Only for Text (*.txt) file import. If you selected another format, the
import wizard will skip this step and go to step 4.
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E Customers

Text Settings
Select the appropriate delimiter uzed to separate the fields in the data file.

Q (¥} Delimited - Characters such as comma or tab that separate each fisld
Q ) Fised ‘Width - Fields are aligned in columns with spaces between each field

LL.I Field delirniter
i Tab

'h ) Semicolon [ Record separah:ur:

° g EE:.;ZE L] Test qualifier:

h ) Maone

m ) Otker symbal; I:I

e ) (e )

You will only need to use these settings if your source file is in text (*.txt) file format.

First, indicate whether your source file is in Delimited or Fixed Width format.

Delimited means that data fields are separated with a defined character such as a semicolon, comma,
space, etc. Fixed Width means that your source file fields have fixed lengths such that each field’s
first character can be defined position within the record.

If you selected Delimited, choose one of the following to represent the field separator used in your
source file.

Tab

Tab can be used as a separate in Word documents or when Excel spreadsheets are saved as *.txt
documents.

Semicolon

Can be used as a separator in a Word document.

Comma

Many systems will produce export files in a comma-separated format. You can also use comma
separators with Word documents or when Excel spreadsheets are saved as *.csv documents.
Space

You can use a space to separate words within a Word document (if each word is a separate field) or
when Excel spreadsheets are saved as *.pm documents.

None

Can be used when there is only one field to import and no delimiters are required.

Other

You can use any symbol you wish to separate fields. Enter the symbol you wish to use in the field to
the right of this option.

In the Record Separator field, chose one of the following to indicate what separates each record in your
source file.
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e CRLF Carriage Return / Line Feed
e CR Carriage Return only
o LF Line Feed only

Enter a symbol in the Text Qualifier field if non-numeric text fields (such as customer and supplier
names) are surrounded by a symbol such as a quotation mark, which is a common format with *.txt
files.

Step 4 — Data Formats

& Customers

Data Formats
Define additional options for the data file.

First raw: |1

Q Last raw: Show file header

Drates, Times and Mumbers

.,h Drate Order: | DRY A Decimal Symbal: |.
° Four Digit Years Thouzand Separatar: | .
m Leading Zeros in Dates Currency Surbal: | $
Date Delimiter: | /A
m Logical values: | True Falze
— Time Delimiter: |-

] (e )

In this screen you can enter additional import parameters.

The First Row tells the program which record should be the first one imported. For example, in a
spreadsheet the first row might be used for column headings, in which case you would specify a
First Row of “2.”

The Last Row defines the last record to be imported. It is used if you are deliberately only importing
a portion of the source file. This can be useful with spreadsheets, for example, which could contain
a quantity of blank lines at the end that should be excluded from the import process.

Select the Date Order in which dates are stored in your source file, as well as whether your dates
are stored in Four Digit Years, or clear the checkbox if they are stored in 2-digit format. If your dates
contain leading zeros (meaning the seventh of the month is stored as “07”), select the Leading Zeros
in Dates checkbox.

o Enter your source file’s Date Delimiter (typically a “/” or a “-“) and Time Delimiter (typically a *:").
o Enter your source file’s Decimal Symbol, which is typically a period. If your other system stores

long numbers with separators, typically commas, enter a Thousand Separator. This is not a
common practice, so normally the Thousand Separator is left blank.

© 2022 Pilot ERP Software



System Setup 139

o Enter your Currency Symbol. You can leave the Logical Values field blank because it is of no
relevance to the system.

Columns

& Customers

Columns

The wizard has made zome gueszes about where your field breaks occur, [f
they are not correct, you can make adjustments now,

Lines with arrows zignify field breaks.

To CREATE a break line, click at the desired position
To DELETE a break line, double click on the line

To MOVE a break line, click and drag it

Ly 10 20 30 40
II..IIIIII.lLIIIIIIIII.ILI..lIIIIIIIIIIIIIIIII...
h 10000, "1001", "Better] Foods Corp.".,"899 Fra=zer e
° 10001, "1002". "Cuality Foods Inc."."567 South | =
1000z, "1003" . "fnadrg Superstoret AG"."21 — Y8
h 10003, "1004" ., "Lucky [Foodmnart Inc. ", "545 Clear
iy 10004, "1005", "Cool Foods (1867) Ltd."."555 Ma
w

S|

e
2 T | W

This screen only displays if you had selected Fixed Width during step 3.

The program looks at your source file and attempts to discern the fixed width position of the fields,
which are marked by a vertical break line against your data. If needed, you can make adjustments to
these settings as follows:

e Toinsert a new break line, locate your cursor at the insertion position and make one click.

o To delete a break line, double-click on it.

e To move a break line, click on it and drag it to the new position.

Step 5 — File Preview
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B customers
File preview
The wizard has made some guesses about where vour field breaks occur. [f they are not correct, pou can make adjustments now.
Q 4 [ftomex~ stunexv| CustomerHame ~»| AddressLinel - |ressI.i:v| City - |atePrlv |ZipCDde -
Q 1 1001 Better Foods Corp. 899 Fraser Way Richmond ZZ 12345
UJ 2| 10001 1002 fuality Foods Inc. 567 South Western Stepford AR 55023
“ 3| 1o0o02 1003 Znadro Superstoret 21 - 789 Znadrostr Znadro Ab L8-85796
° 4 | 10003 1004 Lucky Foodmart Inc 545 Clearwater Way Sanplecity ZZ E4321
m 5| 10004 1005 Cool Foods (1867) G555 Harketplace Sanplecity ZZ 90210
m 6 | 10005 1] Mi=zcellaneous Caskh
7| 10017 1018 Foreign Food Store 1235 Kings Road Seachel Hetropolis SH3
< ¥
4 Customers f
B T D

The file preview will show you the data from your import source.

This screen is where you match up each field in the source file with its corresponding field in this
system.

To do so, click on each column heading and you will be presented with a list of all the fields in the
target table in this system. Select the appropriate field and its field name will be inserted into the
column heading.

NOTE: If you click the Auto-Map button in the upper right hand corner of the preview grid, the Pilot

Import Wizard will attempt to match the fields. You can modify these selections after running the auto
map feature.

Step 6 — Mappings
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& Customers
Mappings

and destination files.

Set field mappingz to specify the corezpondence between fields in the source

Destination

Source

&|

Cuzstomerl D

v (]

CustomerM o

Customert ame

Addressline]

Addreszline?

City

StateProy

ZipCode

Caountry

Contact

Plhmna

T o0 m m 32 M om | =

o | —

K

Specifications...

[ < Back ” Hest » l

=
-
-
r
-
r
-
r
-
-
—

C

w
Cancel
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This screen presents the matched fields side-by-side in a vertical format. You can reassign fields in

the Source column by clicking the down arrow and selecting another source file field, if you wish.

Updating Key Fields

Data import is not just for importing data on a one-time basis. If you want to refresh selected data

fields on a regular basis from an outside source, such as a Contact Manager, you can flag the

appropriate fields for updating by selecting each such field’s Key checkbox on this screen.

Step 7 - Data Preview
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B Customers

Data preview
Please check vour data before imparting.

iIstomeristomerlitomerHilressLillressLi

Q 1 1001 Eetter 899 Fra 3

L | 2| 1tooo1 1002 Quality 567 Sou

e 3| 1too02 | 1003 Znadro 21 — 78

° 4| 10002 1004 Lucky F G545 Cle

l.n... | 10004 1005 Cool Fo 555 Mar

E & | 10005 0 Hiscell

71 10017 1018 Foreign 1235 Ki Seachel .,

Co L 2
:-‘;‘r [ ] Load when | |E]

[ 5kip it | |E]
e ) (e 0

This screen displays your data under the matched column headings and gives you an opportunity for a
final review before importing takes place. You can also use the options to "Load When" and "Skip If'
to perform conditional import of your data.

Saving Specifications for Future Use

Import specification

Irmpart specification

|Im|:u:urt specification |

Irpart fram File:
| C:%Program Filez\Pilot ERPYCustamers. smi | [:]

ok H Cancel ]

You can save your import settings so that they can be used again without having to go through all the
setup steps each time. To do so, click the Specifications button at lower left. A screen will appear
containing a list of all your saved import specifications. Click the Save button and you can enter a
name for this set of specifications as well as a path to the source file. When done, click OK and the
name will be added to the list of available specifications.
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Step 8 - Data Import

E Customers

Summary
Wie've gathered all the information the wizard needs o impart your data.
Pleaze click Execute to begin the import process,

Irmpart mode:
(*) &ppend: add records to the destination table

() Copy: delete all records in destination, repopulate from the source

Use this screen to actually import the data. Your final step is to select an Import Mode from among
the following options:

Append
This option adds records to the target table. The only time you should use this is when the target
table is completely empty and you are importing for the first time.

Update
If you highlighted a “key” field in step 7, then this option is activated. The existing target table records
will be updated by the import in the key field only. No new records will be added.

Append/Update

If you highlighted a “key” field in step 7, then this option is activated. The existing target table records
will be updated by the import in the key field only, and if any new records exist in the source table,
they will be added to the target table and will include all the fields.

Delete

If you highlighted a “key” field in step 7, then this option is activated. This will delete any record in the
dataset whose key currently matches the import record’s key.

CAUTION: In general, the Delete function should only be used with supplier catalog tables in the event
that catalog items become obsolete and are to be removed from the catalog. Do not use the Delete
funciton with other system tables because many tables are linked with other tables, which makes
deleting records dangerous if not done properly.
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Copy

This option deletes all records from the target table and imports a completely fresh set of records.
Once you’ve made your selection, click the Execute button to begin the import. When completed, you
will receive a message indicating that the operation was successful.

Re-Importing Using Saved Specs

To re-import using saved specs, select the Import option on the opening screen, highlight the table you
wish to import into, then click the Import button.

On the next screen, click the Specifications button in the lower left portion of the opening screen.
Highlight the item you want in the list of available specifications window, then click the Load button.
This will load all your saved settings into the import wizard screens.

You can now cycle through the screens and change any settings you wish. When done, click the
Execute button on the last screen to run the import routine.

Exercise Caution with Delimiters

If your source file is in a *.txt format using delimiters such as commas to separate the fields, make
sure that the delimiter you are using is not used within the data itself. Otherwise the import wizard will
falsely identify data as delimiters and will import data into the wrong fields.

If you are using commas (,) as separators, commas can be within a data field as long as the field is

bracketed on both sides by quote marks (“...”). Most export programs will create text files in this
manner for you.
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8 Inventory

8.1 Inventory Overview

Inventory Overview Top Previous Next

The Inventory system tracks inventory stock levels and costing.
Inventory is received via Purchase Order Receipts and Manufacturing Receipts.

Inventory used in manufacturing is entered via Manufacturing Receipts either when entering the
manufactured item receipt quantity or separately when the materials to be used are removed from
storage. If you don’t want the plant personnel to have to record quantities used, you can let the usage
default to the quantities specified on the Manufacturing Order (which default based on the quantities
specified on the Item) prorated by the quantity produced. Or you can enter the quantities used and
track variances via the Material and Resource Usage Reports.

Sales may be entered as as Sales Orders and Shipments, which then create AR Inwices, or directly
as AR Inwices. Inventory Quantity On Hand as shown on the inventory value reports and perpetual
inventory reports is depleted when the AR Invoices are posted (so as to keep the inventory value in
synch with the accounts receivable). Whereas Quantity Available as shown on the Inventory Totals
screen and Quantity Available report (Purchase Orders Reports, Sales Orders Reports, Manufacturing
Reports) is depleted for shipments that haven’t yet been inwiced. Quantity Available is always the
current quantity in the warehouse.

Warehouse transfers, and reduction of inventory due to spoilage/breakage, theft and samples, etc. are
entered via adjustments.

Physical count corrections may be entered directly as adjustments or the physical count may be
entered via the Physical Count feature. This prints count sheets, allows entry of the physical count,
prints variance reports, and generates adjustment transactions.

The GL inventory account(s) are updated by Journal Vouchers created automatically from AR inwoices
and AP Inwoices, and Journal Vouchers entered directly to the GL. There are separate options in the
System Setup > Your Company > GL tab to activate GL transactions (Journal Vouchers) for Inventory
Adjustments and Cost Changes, Work Orders and Purchase Order Inventory Receipts. If these
options are not selected, then the GL will not be updated by purchase orders receipts, manufacturing
receipts or usage, adjustments, by changing a cost manually, or by changing the item to a different
item type that uses a different costing method or is non-inventory.

NOTE:

If the GL Transactions for PO Inventory Receipts option abowve is not selected, then at period-end you
should enter an accrual (reversing JV) for any inventory that has been received but you haven't yet
received an AP inwice. (Debit Inventory and credit AP journal). To facilitate the accrual and to ensure
that you don't get billed twice, etc. by the vendor:

. When the goods arrive the receiving document is matched to a copy of the PO and sent to the
AP clerk.
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. The AP clerk maintains a file of outstanding (unbilled) receipts (PO and receiving document).
When the AP inwoice is received it is matched to the PO and receipt, which are filed with the AP
inwice. At period-end any outstanding (unbilled) receipts are totalled and used for the accrual.

If Manufacturing Work Orders do not create a JV Entry, at period-end you should enter a reversing JV
to record any WIP (manufacturing work in process) which you get from the Material and Resource
Usage by Order Report.(Debit WIP and credit Manufacturing Gain/Loss).

For manufacturing receipts and usage you should enter JVs to record

« finished goods produced. (Debit Inventory and credit Manufacturing Gain/Loss).

« materials used. (Credit Inventory and debit Manufacturing Gain/Loss).

« resources used from Resource Usage Summary Report. (Credit Resource Expense and debit
Manufacturing Gain/Loss). AP and payroll resource expenses will debit the expense account.

Then you should print a Value by GL Account /ltem report and enter a JV to synchronize the GL
inventory account(s) to the inventory report (typically one entry to Inventory and the opposite entry to
Cost Of Goods Sold) to account for any adjustments or manual cost changes, etc. or weighted
average cost discrepancies caused by selling negative inventory (for example if the receipt wasn't
entered yet) where the sale would update the GL using the old cost.

Items

Physical Count
Inventory Adjustments
Item Types
Warehouses

Inventory Totals
Inventory History
Inventory Reports

8.2 Inventory Setup
8.21 Item Types

ltem Types Top Previous Next

System Setup | ltem Types

The ltem Types screen displays item types in a list.
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ltem Types

v || X | 18]11@
Item Type MName Inventory  Costing Method Exdude from MRP Subcontract Service Labor fOverhead ~
Dressing for Salad Standard |:| |:|
Finizhed Good Awverage |:| |:|
Finished Goods Average |:| |:|
Inactive Average |:| |:|
Jam Standard |:| |:|
Labor Standard |:| |:| Labor
Owverhead Standard |:| |:| Owverhead
Packaging Material Awverage |:| |:|
Raw Material Average |:| |:|
Sub Assembly Average |:| |:| ¥

Item Types are used to group items. Example: Raw Material, Packaging Material, Widgets, Brackets,
Sundry, Labor, etc. This facilitates selecting items when entering orders, etc., and printing reports
sorted and/or summarized by item type. You specify on the ltem Type which costing method should
be used and whether items in the Item Type are inventory items.

To add a new item type: click the New button.

To edit an item type: double-click the item type. Or select the item type and press Enter or click the
Edit button.

To delete an item type: select the item type and click the Delete button.

You can select an item type with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

Name

Enter the name of the item type.

Example 1: Widgets

Example 2: Labor

Example 3: Miscellaneous charges (freight, etc.)

Inventory

Check here if this item type is for inventory items. Or uncheck if this item type is for labor or
miscellaneous charges, which should be excluded from inventory reports and not have Cost of Goods
Sold and Inventory GL entries on JVs created when posting AR inwoices.

Costing Method

If this is an inventory item type, select the costing method to be used: Weighted Average Cost or
Standard Cost. This is used for the Cost of Goods Sold and Inventory GL entries on JVs created when
posting AR inwoices. Also it is used for reports showing inventory value.

Example 1: Manufactured items = Standard Cost.

Example 2: ltems purchased for resale = Weighted Average Cost.

Exclude from MRP
Check this option if you wish to exclude the item type from MRP generation.

Subcontract Service
Check this option if the item type is used for outside subcontract senices. These items can entered in
the Bill of Material and work order, then a purchase order can be generated through the Buy for Work
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Order feature. The cost of these items will be automatically issued to the work order when the PO
inventory receipt is posted.

Labor/Overhead
If you are using an item in the Bill of Materials for Labor or Overhead costing rather than the labor

routings, you can define the item type as Labor or Overhead here. This is for Non-Inventory item types
only.

8.2.2 Inventory Locations

Inventory Locations Top Previous Next

System Setup | Locations

The Inventory Locations screen displays your warehouse locations in a list.
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(i,
-

Mew x @ e
Mame L]
MRB

Our Warehouse

Shipping
United Storage

=2 Qur Warehouse = O et

Location Details

Name:

Address: 12345 Sample Street
Samplecity, Z7 12345

Sampleland

City:

State:

Zip Code:

E-Mail:
Optionz

Exclude from On-Hand for MRP

Exclude from On-Hand for tems

Main Location Group: b

OK Cancel

Warehouses are locations where inventory items are stored.

To add a new location: click the New button.

149

To edit a location: double-click the location. Or select the location and press Enter or click the Edit

button.
To delete a location: select the location and click the Delete button.

You can select a location with the mouse or by the keyboard via the Page Up/Down and arrow keys.

Name
Enter the name of the location.
Example: Our location
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Address
The location address prints on purchase orders so the vendor knows where to ship the goods.

Options:

Exclude from On-Hand for MRP - this setting will exclude any inventory quantities on hand in
the location from the calculated total on hand quantity use by MRP. Examples of locations that could
be excluded are (QC, MRB, Consigned Material, Scrap).

Exclude from On-Hand for Items - this setting will exclude any inventory quantities on hand in
the location from the total on hand quantity for the item shown in the item screen and on reports. This
can be used in addition to the Exclude form On-Hand for MRP setting or separately.

Main Location Group

If using locations in MRP, you can set up Location Groups (Setup - Inventory - Location Groups) and
assign the location to a group. When running MRP, inventory quantity on hand, demand and supply
can be calculated and displayed by Location Groups for each item.

8.3 Inventory Menu

8.31 Items

Items Top Previous Next

Inventory - Items

The ltems screen displays items in a list showing all inventory information including item no.,
description, and costs. (Default selling prices are on the Prices screen). It is possible to customize
the inventory item screen for each user to display only the fields needed. To edit the inventory items
screen, click on the customize button in the upper left hand corner of the grid.
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E Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
y = = =
ﬁ Home %Sysmm Satup ?I':Imamry l‘ Sales g.‘sh&wiae E Msnufacturing | 7., Purchasing Acoounting D Reports =¥ Acocounting Transfer
Items @ New | 3 Dekere | | B Copy | B primt ~| 5 Refresh| (@) Help S Dpot v ltem Analysis [V Show History and Quantity ¥ Show Suspended tems
[C1Form view
0 New Item Search by Search for Starts with ftem No.: Description
% Delete Selected [tem [tem nio | || % cear || O ] /[
[ Copy Item
Print £ Suspended Item Mo, Item Type On Hand Qty Avg Cost  Description Std Cost Unit Wei #
= Click here to define a filtter
g Inventory List
Al Ttems Materials (] 1001 Dressing for Salad M7 61.17 Creamy Caesar - case 24 x 250 ml 226
and Routings » ] 1002 Dressing for Salad 3159 561.03 Creamy Caesar - case 12 x 500 ml i
zzlsgﬁd Trem Materials and 0 1003 Dressing for Salad 118 Halian Herb - case 12 x 500 ml 2143
ﬁ‘ Inventory Home O 1004 Dressing for Salad 205 French Vinaigrette - case 24 x 250 ml 18.27
— D 1005 Jam 1,621 0 Strawberry Jam - case 24 x 250 ml 10.14
&
= Items O 1007 Jam 42 Strawberry Jam - case 12 x 500 ml 8.27
= O 1008 Jam 292 Peach Jam - case 24 x 250 ml 10.21
P Item Inquiry
O 1010 Jam 307 Peach Jam - case 12 x 500 ml 8.41
=
g_) Inventory Adjustments D 101 Jam 1,088 0 Apricot Jam - case 24 x 250 ml 10.58
1013 Jam 22N Raspberry Jam - case 12 x 500 ml 893
-
1
& Physical Count O 10s Raw Waterial _240.585 0.9 Salt iKg} 1,000,000
g_ Inventory Transfers D 1015 Raw Waterial 12115 2.25 Pepper (Kg) 225
D 1016 Raw Material 4,120 0.93 Sugar (Kg) 0.93
Transfer Orders O 1017 Raw Material 2,635 0.15 Water (L} 0.15
) D 1018 Raw Material T88.2 2.59 Olive Ol (L} 259
Transfer Receipts — — = e — 1 - —— v
< >
Selected ltem History (Double-Click te view source record) Quantity By Location (Double-Click for History)
£ Period Date Type Customer/Supplier  Transaction Description Quantity Running Total Unit¢ A ||Location Quantity Mon-Nettabl ~
Reports } _ 3f16/2021 Quote Znadro Superstoret Quote No: 10066 10 10 Our Warehouse 102.9 O
Type: 3/16/2021 Quote Cool Foods (1867) L Quote No: 10065 10 20 United Storage 203 O
11/2020 11/25/2020 Usage Receipt: 1037 Mfg Order: 100C 21 17.9
Report: 11/2020 11/10/2020 Mfg Receipt Receipt: 1034 Mfg Order: 100 95 1129 1,
Valus by Item - 10/2020 10/15/2020 Sale Lucky Foodmart Inc AR Invoice: 10282 5 107.9 v
Go < > < >
Pilot ERP 1.8.3.562  Registered To: Pilot ERP Software  User Admin

Items can be finished goods, raw materials, packaging materials, intermediate items, or senices for
sale, or sundry items such as freight, duty, deposit.

On manufactured items, you specify the standard materials (and any intermediate items: a material
can be a manufactured item) and resources (labor and equipment) to be used. Manufacturing orders
will show these as defaults, which you can then change for substitutions or for manufacturing a custom
product. The ltems menu has options to print the materials and resources for each manufactured item,
showing component costs and item totals.

To add a new item: click the New button.
To edit an item: double-click the item. Or select the item and press Enter.
To delete an item: select the item and click the Delete button.

Item Search: You can select an item with the mouse or by the keyboard via the Page Up/Down and
arrow keys. Or type the Item No., Description or Additional Description of the item you are searching
into the search boxes at the top of the item screen. You can also search by Customer Part Number
and Description. Tip: Select a column in the ltems grid and begin typing. The incremental search will
start to drill down based on the information you enter. You can enter the 1st letters of the item
description then press the down arrow.

The menu has options to

sort the list by item no., description or any other field in the grid.
customize the grid.

copy an item (all data except item no.)

display inventory totals by location for a selected item
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- display inventory history (transactions) for a selected item

- refresh the data displayed to show changes entered by other users, etc.

« print the list: summary or materials and routings with costs for manufactured items
« print the materials and routings with costs for a selected item

Inventory Transaction History and Totals

To display inventory totals, history, or materials and resources for an item, check the Show History
and Quantity check box. Then select the item, and the history and quantity by location will display at
the bottom of the item grid screen. You can also double click on any history transaction to open the
original record. Double click on the Location to display the transaction history for that ltem.

Inventory Overview

Accounts Receivable Oveniew
Sales Orders Oveniew
Manufacturing Oveniew

8.3.1.1 Item Details

(Inventory - Items - General)

General Tab
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Creamy Caesar - case 24 x 250 ml

ttem no.: |1UU1 | ltem Type: Dressing for Salad ~ || [&£] Edit tem Types [ suspended Read Only
Description: |Creamy Caesar - case 24 x 250 ml | Addtional into: | Emereay.
LastEdit.  Admin
General Stock Status Pricing/Discounts  Commission  Bill Of Materials Routing Co-Products GLAccounts Wendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Descriptio * | *
Inv. Costing and Control Other Settings Lot and Serial MRP
Qty On Hand: "7 Revision: l:l [ Lot Contral Main  Locations
Value (Qty x Cost} . 5
Drawing No.: Serial Control Min Ord Qty:
Standard Cost: 226 26298 ato: | | O
Unit Weight: Minimum Gty:
Wot Avg Cost:| 61.17] [ 71ses] ¢
Last Cost:| 61147] [ 71s68) [ Taxable Lead Time:
Receipt Loc:| Our Warehouse v Backorderable Production Days: 2
Usage/Shipping Loc:| Qur Warehouse ~ [ Exempt from Commission Production Oty:
[warranty [Jinclude in Forecast
Batch Size
em Group: = [ Hazardous Material Qty per Batch:
ftem Master Group: ~ Linked File: | Materials and Work Centers Per Batch
B'”:I:I {Double-Click to Open File Link) Additional Fields
Cycle Code: MFG Part Number
[ Purchased Manufactured Sold [ Waterial test2
test3
Notes:
test 4
test 5
Internal
Notes:
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location oK LCancel
Item no.

ltems can be accessed by number or name. ltem no. is useful if your customers order by item number
or you have a large number of items. When setting up a new item, the program assigns a default item
number which you can then change if desired. At any time you can change the item number and any
history will automatically still be linked to the item.

Description
The default description for this item. You can override this when entering inwices.
Tip: Unit of Measure can be included in the description. Example: Apricot Jam - case 12 x 500 ml

Item Type

Select the Item Type for this item. If you need to add a new type to the drop down list, click the adjacent
button. You specify on the ltem Type which costing method should be used and whether items in the
ltem Type are inventory items. Item Types may be used to group items for sales analysis. Example:
Widgets, Brackets, Sundry, Labor, etc. This facilitates printing sales analysis reports sorted and/or
summarized by item type. Item Types are also used to facilitate selecting items when entering AR
Inwoices.

Additional Info
This is a second description field which can be used for searching. It can optionally be displayed on all
documents or used internally.

Suspended
Check here to prevent further invoices from being entered for this item.

Read Only

Uncheck this option to manually change the Weighted Average Cost. The cost is automatically
calculated within Pilot and should not be manually changed unless the cost is not correct because of a
transaction with the wrong cost.
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Qty On Hand
Current quantity on hand for the item.

Weighted Average Cost

The weighted average cost is updated automatically based on the value of items received and inventory
on hand. If this needs to be adjusted manually, you can uncheck the “read-only” checkbox. You specify
on the Item Type which costing method (weighted average or standard) should be used for JVs created
automatically, and used as the costing method on inventory reports.

Standard Cost
The standard cost is not updated automatically*, so whatever is entered here remains constant until
changed by the user.

The "Standard Cost Update" feature under the Manufacturing | Bills of Material screen will allow you to
update the Standard Cost of purchased materials using the current Weighted Average Cost.

The "Cost Rollup" feature under the Manufacturing | Bills of Material screen allows you to update the
Standard Cost of Manufactured items based on the materials and labor specified for the item.

Standard cost would typically be used for manufactured items and reset periodically to compare against
actual manufacturing costs.

For non-manufactured items, this field could be used for budget or replacement cost to facilitate an
inventory value report at such.

You specify on the ltem Type which costing method (weighted average or standard) should be used for
JVs created automatically, and used as the costing method on inventory reports.

Last Cost
The last "Receipt" transaction cost for the item. This could be from PO Receipts, Work Order Receipts
or positive inventory adjustments.

Value (Qty x Cost)
The current value of the on hand inventory for the item using the Standard, Wgt. Awg. and Last cost.

Receipt Location
Select the default inbound location for Purchase Order and Manufacturing Receipts.

Usage/Shipping Location
Select the default location of the item for Manufacturing Usage and Sales Shipments.

Item Group

If you have multiple warehouse, shop or plant locations and are using the "Run MRP by Inventory
Locations" in the Your Company - Manufacturing setup screen, you can set up and assign location
groups to summarize transactions by group in MRP.

Bin
Bin Location of the item.

Cycle Code
Enter a Cycle Code for use during Inventory Physical Count
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Purchased (checkbox)
Check this option if the item is purchased.

Manufactured (checkbox)
Check this option if the item is made by your company, has a bill of materials and manufactured on a
work order in Pilot.

Sold (checkbox)
Check this option if the item can be sold on a sales order in Pilot.

Material (checkbox)
Check this option if the item is considered a material component on a bill of materials for another item.
This can be a purchased item or subassembly made on a work order.

Revision
Enter the current engineering revision of the item. If this is a manufactured item, the revision will copy to
the work order for this item.

Drawing No. (optional)
Enter the Drawing Number associated with this item. If this is a manufactured item, the drawing number
will copy to the work orders for the item.

Unit Weight
This prints on the picking slips and bills of lading.cx

Taxable
If the item is taxable, check this option. The tax codes are assigned to the customer and calculated on
order/invoice entry.

Backorderable

Check here if the item can be backordered on sales orders (to customers). This means that if a
customer orders 10 of an item and you can only ship 8, you could ship the remaining 2 on a later
shipment. Stock items are generally backorderable, whereas custom manufactured items might not be.
Sales orders that are not fully shipped are kept open as backorders if the customer allows backorders
and the items are backorderable. Otherwise when the shipment is posted, the order status is changed
from “On Order” to “Completed”.

Exempt from Commission
If the item is exempt from sales commissions, check this option. Eamples would be senice charges,
fees and other miscellaneous charges for which a sales rep would not receive commissions.

Warranty
If this is a Warranty item, you can check this option to allow a warranty to be assigned in the AR
Inwoice.

Hazardous Material
Check the Hazardous Material check box if this is a hazardous item.

Linked File
You can link a document, spreadsheet, drawing, etc. to the item for quick reference when in the item

screen.

Lot Control
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Check this option if the item should be designated for lot control. Turning this option on for an item will
require that all inventory transactions have a lot number. On hand inventory will be displayed by lot
number.

Serial Control
If the item should be serialized for tracking, check this option. Every inventory transaction will require a
serial number for the unique item and on hand inventory will be displayed by serial number.

Lot and Serial

|:| Lot Control
Serial Control

Serial Control Settings

Length:
Counter:
Prefux:
Suffoc I:I

Sample:  SNA0DOD

Serial Control Settings

Length
Enter the length of the serial number for the item.

Prefix
Prefix for the serial number (optional)

Counter
Serial number counter. Pilot will increment this number by 1 with each receipt.

Suffix
Suffix for the serial number (optional).

Min Order Qty

Minimum Order quantity for the item on Purchase Orders or Work Orders created through MRP. If no
minimum quantity is entered, any quantity can be ordered with no minimum. When entering a PO Pilot
will not allow you to order less than the minimum quantity for the item unless you hawe the "Ovwerrid
Minimum Purchase Order Qty" checked in the System Setup - Your Company - Purchasing tab.

Minimum Quantity

The minimum inventory level or re-order point. The Quantity Available report highlights items that are
below minimum or will fall below minimum based on scheduled sales order shipments, manufacturing
production and usage, and expected purchase order receipts.

Lead Time (optional)
Enter the Lead Time needed to manufacture or purchase the item.

© 2022 Pilot ERP Software



Inventory 157

Production Days

This is the average number of days production to manufacture the item based on the standard production
quantity. This is used along with the production quantity and work order quantity to calculate the finish
date on the work order. The calculation is: Production Days * (Work Order Qty / Production Qty)

Production Qty

Enter the standard production run quantity for the item. This is used along with the Production days and
work order quantity to calculate the start or finish date on the work order. The calculation is: Production
Days * (Work Order Qty / Production Qty)

Quantity per Batch
If you manufacture this item in batches, you can enter the quantity produced per batch. You can then
specify the materials and resources required per batch rather than per unit.

Additional Fields

Up to 8 additional custom fields can be set up for each item. The custom fields can be either a date,
text or drop down list. These additional fields are activated and set up through the System Setup >
Your Company > Inventory tab.

Materials and Resources per Batch
If you manufacture this item in batches, check here if you prefer to specify the materials and resources
required per batch rather than per unit.

Notes
Enter any notes you wish to record here.

Internal Notes

This notes field can be used internally and does not copy to sales orders, PO's or work orders and by
default does not print on forms. The field can be added to forms used "internally" such as Work Order
Trawelers, Pick Lists, etc. through the Report Designer.

Where Used
The Where Used Lookup screen will display the current Bill of Materials where the selected item is listed
as a material component.

Order Lookup Screens
At the bottom of the item card there are options to view existing and past Sales Quotes, Sales Orders,
Inwices, Purchase Quotes and Purchase Orders for the selected Item.

S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO lesues MRP by Location

8.3.1.2 Stock Status

(Inventory - Items - General)

The Stock Status screen displays all current open sales orders, purchase orders, work orders and
senvice jobs open for the selected item. The Summary section of the stock status screen displays the
total quantities on hand and on open orders by type and calculates the quantity available based on those
quantities.
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The item inquiry section shows the details of all open orders and remaining quantities sorted by date. It
also shows a running total of calculated available stock quantity for the item.

Creamy Caesar - case 24 x 250 ml

ttem no.: ‘1UU1 | ttem Type: Dressing for Salad || 2] Edit tem Types [ Suspended Read Only
Description ‘Crearrry Caesar - case 24 x 250 ml | Additional Info: | Entered By
Last Edit:  Admin
General Stock Status Ppricing/Discounts Commission  Bil Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Descriptic * | *
Summary: Item Inquiry:
(+) On-Hand: % |_|Tyme|orderisob No |orderijob Date|aty_Remaining|unit Price/Cost| CustomeriVendor Name | aty on Order|Gty ShippedReceived|Running Total| ~
() On Sales Order: Je) 4 UoH 151202 3 0|Current On-Hand
50 10004 2202020 1 2022 Qualty Foods Inc. 1 558
() On Purchase Order: ljl P Tso 10002 112972020 195 2022 Qualty Foods Inc 195 203
(+) On WO Receipt: 0 |so 10002 13172020 15 2022 | Qualty Foods Inc. 15 388
- . SO 10008 2/6/2020 105 20.22 | Better Foods Corp. 105 283
(-) On WO Tssue: yol
a S0 10008 20602020 15 2022 Znadro Superstoret AG 15 268
(@ETETrEitE l:l £ Tsa 10011 21872020 1 110 Better Foods Corp 1 267
(=) Qty Available: p S0 10018 3/25/2020 5 110 | Better Foods Corp. 5 0 262
S0 10017 3/25/2020 10 99 Better Foods Corp. 10 252
WP l:l p S0 10018 4222020 1 110 | Lucky Foodmart Inc. 1 251
’ S0 10020 41222020 1 110 | Foreign Food Stores Ltd 1 250
WOR 10028 4/22/2020 1 0 Lucky Foodmart Inc. 1 251 v
Quantity by Location/Manufacturer:
Location Manufacturer On-Hand |Qty Shipped not yet Invoiced [Non-ettable ~
MRE 10 ‘fes
v
Where Used SO Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts ‘WO Receipts WO Issues MRP by Location oK Cancel

8.3.1.3 Pricing-Discounts

(Inventory - ltems - Pricing/Discounts)

The Pricing/Discounts screen displays all price lists along with the current unit price for the item on
each. This screen also shows the contract pricing for the item with customer and customer price for the
item. If a contract price is entered for an item, that price will be used instead of the price list if the item
is entered into a sales order, quote or inwice for that customer.
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Creamy Caesar - case 24 x 250 ml
em no.: [ 1001 | temType:  |Dressing for Sald [ | [E] Edit kem Types [ suspended
Description: [Creamy Caesar - case 24 x 250 ml | adatonal nfo: —
Last Edit:
General Stock Status Pricing/Digcoun... Commission  Bill Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Desc) * | *
Pricing (Double-Click to edit) Contract Pricing (Double-Click to edit)
G
Price List Unit Price Mon Discount 2 Customer Customer Name Price
Main 2022 |:| 1001 Better Foods Corp. 121.00
Preferred Customer 17.19 Il
US Customers 30.00 L]
v
Edit Price Lists
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts ‘WO Issues MRP by Location oK

] Read anly

Admin

Cancel

8.3.1.4 Commission

(Inventory - ltems - Commission)

The Commissions tab allows you to set up contract commissions for sales reps assigned to individual
items for all or specific customers. You can set the commission % rate for the contract commission.
The contract commissions will replace any salespersons assigned to the customer on the Pricing/

Discounts tab.
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- 1
L

kemno.: 1001 | temType:  |Dressing forsaled || [E] Edt tem Types [ Suspended Read Only
{ Description ‘Craamy Caesar - case 24 x 250 ml | Additional Info: | Entered By:

Last Edit:  Admin

| General StockStatus Pricing/Discounts Commissi.. Bil Of Materials Routing Co-Products GL Accounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Desc| * | ¥

Contract Commigsion: (Double-Click to edit)

[ tiewe | ] e | € peen|
Salesperson Item No Item Description Commission Amount ~
Bob Jones 1001 Creamy Caesar - case 24 x 250 ml 10.0
John McTavish 1001 Creamy Caesar - case 24 x 250 ml 50

Contract Commission: Better Foods Corp. - Bob Jones - Creamy Caesar - case 24 x 250 ml

fem: 1001 -

Description: Creamy Caesar - case 24 x 250 ml ~
D Apply to Al Customers.

Customer: Better Foods Corp. b

Salesperson: | Bob Jones w

D Use Salesperson on All Sales Orders/AR Invoices

oK Cancel

Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts ‘WO Receipts. WO Issues MRP by Location oK Cancel

e To create and enter a new commission, click the New button.
e To edit an existing contract commission, select it in the commissions grid and click Edit.
¢ To delete an existing contract commission, select it in the commissions grid and click Delete.

Item and Description
The Item Number and Description of the item for the contract commission.

Apply to All Customers
If this option is checked, then the commission rule will apply to all customers for that selected item.

Customer
The customer selected for the contract commission on the item. If the Apply to all customers option is
checked, the commission will be applied to all customers and the customer field becomes inactive.

Salesperson
The Salesperson for the contract commission rule.

Use Salesperson on All Sales Orders/AR Invoices
This setting adds the salesperson to all sales orders/ar invoices for that customer and item in the

contract commission.

Commission %
The commission percentage for the contract commission rule.

8.3.1.5 Bill of Materials

(Inventory - ltems - Bill of Materials)
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Items, Quantities, and Waste Percentages

If you manufacture this item, you can specify the standard materials (and/or intermediate items: a
material can be a manufactured item) to be used (items, quantities, and waste percentages).
Manufacturing orders will default to this when the finished goods item and quantity ordered are entered or
changed. You can then make changes for substitutions or for manufacturing a custom product. The
items and quantities (not waste percentage) print on the bill of materials for the plant personnel.

Creamy Caesar - case 24 x 250 ml

ltem no.: |1UU1 | ltem Type: Dressing for Salad ~ Edit tem Types [ suspended
Description: |Cream}r Caesar - case 24 x 250 ml | Additional Info: Entet
asf
General Stock Status  Pricing/Discounts  Commission Bill Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Mg * | *
lerlxuﬂaﬁ]ll;_“’Copyflwm]l®Upl©Dwn]Em l‘:)Export]
Material required to produce 1 batch (100): [1rhantom [ =ales kit Sales Kit use Parent Cost
Single-Level | MuttiLevel
Line ||tem no. |Descriptinn | Phantom | Quantity |Waste % | Reference ~
» ﬂ 1026 Non-Fat Grated Parmesan Cheese (Kg) [ S line 1
3 1025 Ego Yolk (L) 7 5 2ply
4 1021 Worcestershire Sauce (L) T 5|2 ply
5 1023 Dijon Mustard (L} 12 5
[ 1027 Minced Garlic (Kg) 10 5
7 1022 Anchovy Paste (L) 10 5
8 1014 Salt (Kg) 1 5
9 1015 Pepper (Kg) 1 5
10 1040 Jar 250 ml 2400 3
ihl 1051 Creamy Caesar - label 250 ml (1000} 24 3
12 1045 Plastic cap (1000} 24 3
13 1035 Box 100 3
14 1024 Non-Fat Plain ogurt (L) 350 5 line 2
15 1018 Olive Oil (L} 3
186 1014 Salt (Kg) 3
17 1023 Dijon Mustard (L} 8
18 1052 Creamy Caesar - label 500 ml (1000} 3 W
Hotes for item 1026 [] Frint this items notes on work order
test multiple lines in notes copy
dsdsikal jfkl
fdsjafjsdkla; fjkids;ajfkl,zda
fedjakifidks
fdsakilfidksla:ifkids:aikfl.da: fik
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Iszues MRP by Location el
ItemNo.

You can enter the actual materials used later when entering the receipt(s) if the plant personnel record
this data, or alternatively you can let this data default to what is on the order.

Quantity
Material quantities are "utopian” (what they would be if there was no waste).

Waste %
Waste is expressed as a percentage of what doesn't make it into the final product compared to what is
taken from inventory.

The material quantity represents the net quantity required to make the BOM parent. However, some
components require additional material that gets wasted (scrapped) during the process. The scrap
quantity may vary with each work order. Use this Waste % field to specify a percentage amount over
and above the net material quantity to account for anticipated waste/scrap. When a work order gets
created, the total usage quantity allocated for this material item is increased by this percentage. The
cost associated with the overage percentage is also incorporated in the BOM cost rollup. The total
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quantity for the material item is calculated using the following formula:
(Quantity) + (Quantity x (Waste % / 100)) = Material Total Quantity
If the quantity is 10 and the waste % is 20: 10 + (10 x (20/100)) = 12 Total Quantity

Reference
An optional reference field can be used as a designator or for additional information.

Line Notes
Each line item has a unique notes field which will display on the work order and the traveler/picklist.

Tip: You can display a pop-up menu with options for New (line), Delete (line), Move Up, and Move Down
by right-clicking on the grid.

Material item numbers or descriptions are not entered directly here, but instead selected on a pop-
up screen which displays if you type into the item number or description column, or by clicking on the "3
dots" button in the column, double-clicking in the column, or by the keyboard shortcut Ctri+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or by
typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow keys.
Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave a
previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the Item pop-up screen you can select ltem Type via the combobox at the right, so that only items of
the selected type show. To deselect an item type and show all types, press Delete.

Copy from Item (button)

The copy from ltem button allows you to copy a bill of materials from another item set up in Pilot to the
item you have selected. This will add all components from the copied item along with quantities,
references and notes. It will NOT delete any existing components on the item you have selected.

Up (button)
The Up button allows you to mowve the selected component 1 level up in the line sequence.

Down (button)
The Down button allows you to mowve the selected component 1 level down in the line sequence.

Item (button)
The Item button allows you to open the item card for the component selected in the BOM.

Export (button)
The Export button allows you to export the selected BOM to a spreadsheet.

Phantom (checkbox)
A “phantom” BOM can be thought of as a made to order subassembly. A phantom is a set of
components that is always assembled within a work order for a higher level BOM. A phantom is not
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usually stocked or made separate on it's own work order. Phantom assemblies can be used to specify
sets of components using a single parent component. Phantom assembly components are ideal for
product options and are used to represent sets of associated components.

Sales Kit (checkbox)

Sales Kits are used to copy groups of components into a Sales Order when the parent item is added. If
a Bill of Materials for an item is defined as a "Sales Kit" those components will automatically be added
to the "Sales Kit" tab in the sales order details screen. Sales Kit items are not manufactured on Work
Orders, but are packaged or assembled as part of the shipping process on the sales order. When the
main item is shipped, Pilot will remove the components from stock when the inwoice is posted.

Sales Kit use Parent Cost (checkbox)

If you want the parent items cost to be used for the Cost of Goods on the sales order inwice for this
item rather than the components costs, check this setting. It's not typical to use the parent item cost
as the components cost is usually the most accurate, so if you are unsure which you should use, leave
this option un-checked.

Multi Level BOM View

The multi-level BOM view will allow you to view the multi-level BOM and export to .csv spreadsheet.

Creamy Caesar - case 24 x 250 ml

ftem no.: ‘1001 ‘ tem Type: Dressing for Salad w Edit ktem Types D Suspended Read Only
Description: ‘Creamy Cassar - case 24 x 250 ml ‘ Additional Info: | Entere«n. By: )
Last Edit:  Admin
General Stock Status  Pricing/Discounts  Commission Bill Of Materials Routing Co-Products GLAccounts Wendor Customer Dimensions Documents Haz Matinfo Manufacturer  Detailed Descriptic * | *
[‘G Rzum} l [3 Cony from tem ] =] Iteml EYr—
Material required to produce 1 batch (100): [ ehantom [=ales Kit [ sales Kit use Parent Cost
Single-Level Multi-Level
E Level Material [tem No Material Item Description Phantom Qty  Waste %  UnitCost Extended Cost ~
»io 1001 Creamy Caesar - case 24 x 250 ml O 1
1 1026 Non-Fat Grated Parmesan Cheese (Kg) D [:3 5 $4.70 $29.68
1 1025 Ega Yolk (L) O 7 5 5236 517.39
1 1021 ‘Worcestershire Sauce (L) D 7 5 $3.67 527.04
1 1023 Dijon Mustard (L) O 12 5 $6.45 581.47
1 1027 Minced Garlic (Kg)y O 10 5 $1.15 512.11
1 1022 Anchovy Paste (L) O 10 5 $8.33 38768
1 1014 Salt (Kg) O 1 5 $0.90 $0.95
2 1026 Non-Fat Grated Parmesan Cheese (Kg) D 50 0 8470 $235.00
2 1025 Egg Yolk (L) O 20 0 $2.36 347.20
2 1026 Non-Fat Grated Parmesan Cheese (Kg) D 125 1] $4.70 $587.50
2 1025 Ega Yolk (L) O 30 0 5236 5212.40
1 1018 Pepper (Kg) O 1 5 52.25 5237
1 1040 Jar 250 ml O 2,400 3 $0.05 31237
1 1051 Creamy Caesar - label 250 ml {1000} D 24 3 $15.20 $37.61
1 1049 Plastic cap (1000} O 24 3 51850 54577
1 1038 Box O 100 3 50.26 526.80
1 1024 Non-Fat Plain Y'ogurt (L} O 350 5 $0.80 $331.58
1 1018 Olive Ol (L} O 3 0 $2.59 S7.77
1 1014 Salt (Kg) O 3 0 $0.90 $2.70
2 1026 Non-Fat Grated Parmesan Cheese (Kg) I:‘ 150 0 8470 §705.00
2 1025 Egg Yolk (L) ] 60 0 $2.36 $141.60 e
Where Used SO Quotes. Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts. WO Issues MRP by Location oK Cancel

8.3.1.6 Routing

(Inventory - ltems - Routing)

Routings (labor and equipment): Description, Hours, and Work Center

© 2022 Pilot ERP Software



164

Pilot ERP Manual

Creamy Caesar - case 24 x 250 ml

ltem no.: ‘1001 ‘ ftem Type: Dressing for Salad ~ Edit kem Types [15uspended Read Only
Description: ‘Creamy Cagsar - case 24 x 250 mi ‘ Additional Info: | Entered By:
Last Edit:  Admin
General Stock Status  Pricing/Discounts  Commission  Bill Of Materials  Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detailed Descripti] 4 |
[ ew| X peiete] | [ @) v | @) -Bown |
Labor and equipment required to produce 1 batch (100):
‘Seq |Descrip1iun | Hours ‘ Setup Hours | Days to Mext | Subcontract |Price Per Piece | Work Center # Persons ~
p|1 Mixing Setup 1.00 0.50 Junior techician 4
2z Mixing 1.00 1.00 Mixing
3 175 Packaging Machine
4 Packaging 175 Junior techician
5 Supervision 0.63 Senior technician 2
& Subcontract es 1.00 Subcontract Service 1
v
Notes for task Mixing Setup Print this routings notes on work order
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts. ‘WO Receipts WO Issues MRP by Location oK Cancel

If you manufacture this item, you can specify the standard labor routings to be used (task description,
hours, work center). Manufacturing orders will default to this when the finished goods item and quantity
ordered are entered or changed. You can then make changes such as to use a different machine if one
is overbooked, etc. or for manufacturing a custom product. This data prints on the bill of materials for the
plant personnel.

You can enter the actual labor and machine time used later when entering the receipt(s) if the plant
personnel record this data, or alternatively you can let this data default to what is on the order.

Tip: You can display a pop-up menu by right-clicking on the grid.

Seq
The order sequence in which the labor routing processes are performed and sorted on the work order.
The sequence can be changed using the Up/Down buttons in the top toolbar of the routings tab.

Description
The description of the routing or task being performed.

Hours
The number of labor hours for the routing process.

Setup Hours
The amount of setup time in decimal hours for the routing process.

Days to Next

For Subcontract routing processes, you can define how many days it takes to complete the
subcontracting and for the next routing process to begin. This could include sending parts to the
subcontractor and the delivery time required to return the modified parts.

Subcontract
Defines whether the routing process is for subcontracting or not. This is determined by the Work Center
for the routing.

Price per Piece
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Subcontract PO price per unit.

Work Center
Work Center for the routing. The work center defines whether the routing is a subcontract process or
internal and also includes the hourly labor, setup and overhead costing.

# Persons
Number of people (actual or average) required on the routing process. If you have a machine or task that
takes more than 1 person, enter the actual number of people for the task.

Routing Notes
Each Routing can have unlimited notes to include work instructions, tasks and details about the routing
sequence. These notes will copy to the work order routings tab.

Print this Routings Notes on work order

This option controls whether the routing notes for the sequence will print on the work order traveler. This
copies to the work order when it is created but the notes and this option can also be changed on the the
work order before printing.

8.3.1.7 Co-Products

(Inventory - Items - Co-Products)

The Co-Products tab allows you to enter Co-Products, by-products, disassembly components or usable
scrap resulting from the manufacturing of the "Parent" item on the Work Order BOM. Any item entered
into the Co-Products tab can be received back to stock with a cost through the Work Order receipts
screen in addition to the main manufactured parent item.

Creamy Caesar - case 24 x 250 ml

ttem no.: |1UU1 | tem Type: Dressing for Salad ~ Edit ttem Types [ suspended
Description: |Cream}r Cassar - case 24 x 250 ml | Additional \nfg:| | Entered By|
Last Edit:
General Stock Status  Pricing/Discounts  Commission  Bill Of Materials  Routing 5: GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufac *|*
Primary Product: |1EIEI1 | Cost Ratio:
Description: |Creamy Caesar - case 24 x 250 ml | Co-Product Ratios:
[ new | 3 Daer=
‘Line |Iterr| no. Description | Quantity ‘ Cost Ratio 9%
ﬂ1 1002 Creamy Caesar - case 24 x 250 ml 1 B5%
Notes for Co-Product item 1002 Print this items notes on work order
Where Used 50 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location | Cancel

Primary Product
The primary manufactured item on the BOM used when creating the work order.

Description
The description of the primary item on the BOM.
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8.3.1.8

Cost Ratio

This is the primary parent items percentage share of the BOM’s estimated cost as well as its
percentage share of estimated and actual work order cost originated from this BOM. The program
calculates this value using this formula:

100 - Co-Product Ratios = Cost Ratio

Co-Product Ratio
This is the sum of the Cost Ratio values in the Co-Product "Cost Ration %" grid.

Co Products detail grid

Line
The line number of the co-product for sorting.

Item No.
The Item number of the co-product.

Description
The description of the co-product.

Quantity
The Quantity produced or remaining for receipt to stock for each 1 or Batch of the manufactured primary
item on the BOM. This will be multiplied by the quantity of primary parent item on the work order.

Cost Ratio %

This is the Co-products estimated relative share of overall cost. It may not be possible to calculate the
exact cost ratio and in those cases you will need to estimate the closest or average share of the cost.
The cost ratio is used by the Cost Rollup and Work Order Receipts screens to allocate total cost to
each receipt item.

NOTE: When you enter a cost ratio, the primary parent ltems cost ratio is adjusted so that the sum of
all cost ratios equals ‘100’. The sum of all Co-Products cost ratios cannot exceed 100%.

GL Accounts

(Inventory - Items - GL Accounts)

GL Accounts: Sales, Cost of Goods Sold, Inventory
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Creamy Caesar - case 24 x 250 ml

ttem no.: |1UU1 | tem Type: Dressing for Salad £ Edit ttem Types [ suspended

| Entered By
Last Edit:

Description: |CI’EﬂI‘I1Y Caesar - case 24 x 250 ml | Additional Info:

General Stock Status  Pricing/Discounts  Commission  Bil Of Materials  Routing  Co-Products i Vendor Customer Dimensions Documents Haz Matinfo Manufac *|*

General Ledger Accounts:

Sales:

Account No.: 4000 Sales -

“ w £ £

Sub Account 1 Sub Account 2 SubAccount 3 Sub Account 4

Cost of Goods Sold

Account No.: Cost of Goods Sold ~
~ ~ ~ ~
Sub Account 1 Sub Account 2 SubAccount 3 Sub Account 4
Inventory AssetExpense:
Account No.: |1200 Inventory ~
~ ~ w w
Sub Account 1 SubAccount 2 SubAccount 3 SubAccount 4
Where Used SO Quotes | | Sales Orders | | AR Invoices PO Quotes | | Purchase Ord || PO Receipts | | WO Receipts | | WO ksuss MRP by Location | Cancel

Select the GL accounts (main account and optional subaccounts) for this item, to be used on the JVs
created when posting AR inwices, Manufacturing Receipts and PO Receipts. These default to the GL
Accounts specified on Your Company > GL or the Item Type. The optional subaccounts allow you to
segregate revenue and expenses, for example, by product group, so that you could track profitability by
running financial statements for selected product groups. If you need to add a new GL account or
subaccount to the drop down list, click the field or dropdown button.

Sales: The Sales GL account number will be Credited when the item is inwiced. The "Sales" account
is typically an income account type but can be assigned to any GL account if they item is not a
standard product sale.

Cost of Goods Sold (COGS): The COGS account number will be Debited when the item is inwiced.
The COGS account can be changed as needed for the item.

Inventory Asset/Expense: When the item is invoiced, this account will be Credited. If the item is
purchased and received to inventory, this account will be Debited. When the item is issued to a work
order, it will be Credited. If the item is manufactured and received to inventory through a work order
receipt it will be Debited. An inventory adjustment will Debit or Credit this account depending on the
cost change to inventory. If an item is assigned to an Iltem Type that is NOT inventory, then there is no
entry to this account when the item is sold and inwiced.

8.3.1.9 Vendor

(Inventory - ltems - Vendor)

The Vendor tab displays vendor items in a list for the item showing vendor, vendor’s item no.,
description, preference, cost in vendor’s currency, cost date, quantity of our item per vendor’s item, our
item number and description, and cost converted to domestic currency and our unit of measure. For
more details see Vendor ltems.
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= Creamy Caesar - case 24 x

ttem no.: |1DD1 | tem Type: Dressing for Salad £ Edit ttem Types [ suspended

Description: |Creamy Caesar - case 24 x 250 ml | Additional Info: Entered By|

Last Edit:
General Stock Status  Pricing/Discounts  Commission  Bil Of Materials  Routing Co-Products  GL Accounts Customer Dimensions  Documents Haz Matinfo  Manufac| * | *
(e [ X e
Vendar Vendor Item Ma. Description Pref Cost Date Qty Per (VIS
MW Subcontracing Service - 1001 Creamy Caesar - case 24 x 250 ml fdsafds 1 1.00 02 Sep 20 1
Allvendors 1001 Creamy Caesar - case 24 x 250 ml fdsafdsafdsafdsafd: 3 61.17 10 Mov 20 1

W

£ >
Where Used 50 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location | Cancel

8.3.1.10 Customer

(Inventory - ltems - Customer)

If your customer orders items by a manufacturing part number or their own part number, you can enter
the customer and their associated number here. Enter as many customers as needed and the part
numbers can optionally display on the Sales Quote, Order, Bill of Lading and Inwoice.

casar s - o x
| ttem no.: |1DD1 | ltem Type: Dressing for Salad ~ Edit tem Types [ suspended
| Description: | Creamy Cassar - case 24 x 250 i | Addtiona nfo: Entered By

Last Edit: |
General Stock Status  Pricing/Discounts  Commission  Bil Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufac * | *

(S X

Customer Customer Item No. Description Pre Price List Unit A |
Better Foods Corp. Caesar - CR250 Creamy Caesar Dressing Case 3 Main CASE

& Creamy Ca

Notes
Customer: _ Better Foods Corp. w
Customer's tem nu.:|Cﬂesﬂf - CR250 | [ suspended
Description: |Creamy Caeszar Dressing Case | Preference: | 3 :

Unit of Measure:

oK Cancel

Where Used 50 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location | Cancel
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8.3.1.11 Dimensions

(Inventory - ltems - Dimensions)

The Dimensions tab allows you to enter units of measure and dimensions of the item or packages for
shipping purposes.

Creamy Caesar - case

tem no.: |1001 ‘ ttem Type: Dressing for Salad ~ Edit tem Types D Suspended Read Only

| Entered By:
Last Edit:  Admin

Description: |Creamy Caesar - case 24 x 250 ml ‘ Additional Info:

General Stock Status  Pricing/Discounts  Commission  Bill Of Materials  Routing  Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo  Manufacturer Detalled Desc * | *

uom:

8.3.1.12 Documents

(Inventory - ltems - Documents)

Attach documents, images and any other file that pertains to the inventory item. There is a "Print
Document™ option available if you want the document or image to automatically print with an associated
Sales Order, Purchase Order or Shop Traveler.

|| Creamy Caesar - case 24 x 250 m — [m} e
ttem no.: |1El[l1 ‘ ttem Type: Dressing for Salad ~ Edit tem Types []suspended Read Only
| Description: |Crean‘ry Caesar - case 24 x 250 ml ‘ Additional Infa: ‘ Entered By:

Last Edit:  Admin

| General StockStatus Pricing/Discounts  Commission  Bill Of Materials  Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer Detalled Desc *|* |

Description Filename Print Document
Drawing-28383 C:\Users\MC\Documents\Drawing-28383 pdf

{ Item Documents

i

1 File Name: |C:\Users\MC\Ducuments\Drawing—23333.pd1

| Description: [Drawing 28353

1

; Print Document

? oK Cancel

1

1

1

|

1

|

1

|

|

| | Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts ‘WO Receipts WO Issues MRP by Location oK LCancel
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8.3.1.13 Haz Mat Info

(Inventory - ltems - Haz Mat Info)

For Hazardous Materials, enter the Haz Mat info into this tab. These fields are available on all editable
forms such as the Sales Quote, Order, Bill of Lading, Inwice and Work Orders. This information will
also print by default on the Hazardous Material Bill of Lading/Packing List.

Creamy Caesar - case 24 x 250 ml

Hem no. |1nm | temType: | Dressing for Salad | | [E] Edit kem Types ] Suspended Read Only

| Entered By:
Last Edit:  Admin

Description: |creamy Caesar - case 24 x 250 ml | Additional Info:

General Stock Status  Pricing/Discounts  Commission  Bil Of Materials  Routing  Co-Products GLAccounts Vendor Customer Dimensions Documents Haz MatInfo manufacturer Detailed Desc) * | *

Hazardous Ship Mame: ||

Hazard Class: | |

D Number (UN): | |

Labels Required: | |
|

Special Provisions:

Packing Autherization Exception: l:l
Packing Authorization Non Bulk: l:l
Packing Autherization Bulk: |:|

Quantity Limitations Pass Aircraft:

Quantity Limitations Truck:

Vessel Stowage Req:

Sort Name:

Container Placard Required

|
|
|
|
ERG Info | |
|
|
|
|

Quantity (Numeric): | Quantity (Suffi): |
Container Type: |
Emergency Phone: |
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location oK Cancel

8.3.1.14 Manufacturer

(Inventory - ltems - Manufacturer)

Manufacturer

Manufacturer items can be entered against the item in this tab. These manufacturer items can then be
assigned to the vendor items through the Vendor tab. The manufacturer and manufacturer item code will
copy to any PO or Sales Order as needed.
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|2 Creamy Caesar - case 24 % 250 m — [} |
em no.: [ 1001 | temType:  |Dressing for Sald [ | [E] Edit kem Types [ suspended Read Only
Description: [Creamy Caesar - case 24 x 250 ml | adatonal nfo: —
Last Edit:  Admin

General Stock Status  Pricing/Discounts  Commission  Bill Of Materials Routing Co-Products GL Accounts Vendor Customer Dimensions Documents Haz MatInfo Manufacturer Detailed Descl * | * | |

[ e

Mfg Code Manufacturer Manu Item Mo Manu Description Last Cost  Last CostDate AwgCost  Our Cost QtyPer MItem Preference MNotes UOM Lead Days Suspended A | |
ABCMFG ABC Co MFG 1001 Creamy Caesar - case 24 x 250 ml 10.00 $10.00 1 3 EA 3 N
Creamy Caesar - case 24 x 250 ml
Notes
tanufacturer: ABC Co MFG ~ New
MFRltemno: 1001 | [ suspended
Description: ‘Cr&amy Caesar - case 24 x 250 ml | Preterence: E =

Last Cost: Last Cost Date: l:l
Qty per M.Item: - Our ltem Cost:
Unit of Measure: “ Awerage Cost: l:l
Lead Days: _

oK Cancel

Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts ‘WO Issues MRP by Location oK Cancel

8.3.1.15 Detailed Description

(Inventory - ltems - Detailed Description)

The detailed description on the item can be used to list additional information about the item for use
internally, on product labels or on forms such as the Quote, Sales Order, Inwice, Work Order Traveler or
purchase order where needed. This is an unlimited notes field and you can copy/paste information into
the field.
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Creamy Caesar - case 24 x 250 ml

hem no.: [1001-CRA | temType:  |Dressing for Sald [ | [E] Edit kem Types [ suspended Read Only

| Addiional nfo: | Eﬂit:r::i‘ﬂy. »
a5 o min

Description: |Creamy Caesar - case 24 x 250 ml

Stock Status  Pricing/Discounts  Commission  Bill Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz MatInfo Manufacturer Detailed Descripti.. A+ | *

Detailed Description

anann cheese, anchovy, sour cream and buttermilk come alive in this rich Caesar flaver profile featuring notes of garlic and lemen juice for a high-guality dressing

PRODUCT NUMBER  PACK SIZE SHIPAND STORE  SHELF LIFE

1001-CRA 24 x 250 ml 35-40°F 150 days

Ingredients.

Soybean Oil, Water, Egg Yolks, Sour Cream (Cultured Monfat Milk, Cream), Distilled Vinegar,

Romano Cheese (Pasteurized Milk, Cheese Culture, Salt, Enzymes), Contains Less Than 2% Of Sugar,

Salt, Spices, Cultured Buttermilk, Garlic Juice, Onion Juice, Natural Flavor (Includes Milk),

Lemon Juice Concentrate, Anchovy, Xanthan Gum, Olive Qil. Contains: Egg, Milk, Anchovy.

*Dehydrated
< >

Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts ‘WO Issues MRP by Location oK Cancel

8.3.1.16 Alternates

(Inventory - ltems - Alternates)

Alternate items which can be substituted in the manufacturing or packaging processes for the item listed
in the Bill of Materials can be listed here. These can be used as a reference on the work order or pick
list. You can also limit the users ability to "Swap" items on work orders to only the Alternate items with

the "Allows Swap of Alt Materials only" option in the Setup - Your Company - Manufacturing settings
screen.

Plastic cap (1000

ttem no.: ‘1049 ‘ ltem Type: Packaging Material ~ Edit ltem Types. [Jsuspended Read Only
Description: ‘P\astic cap (1000} \ Additional Info: ‘ Entered By
LastEdit:  Admin
Pricing/Discounts  Commission  Bill Of Materials Routing Co-Products GLAccounts Vendor Customer Dimensions Documents Haz Matlnfo Manufacturer Detailed Description Alternates bl 4
D) New | 3 peiese
Alternate Item No Alternate Item Description
1099 White Plastic Cap
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord PO Receipts WO Receipts WO Issues MRP by Location oK Cancel

¢ To add a new alternate item, click the New button.
¢ to delete an existing alternate item, click the Delete button.
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8.3.1.17 Inventory History

Inventory History Top Previous Next

Inventory | History

The Inventory History screen displays transactions posted to the Inventory in a list showing period,
date, item, transaction type (PO receipt, Mfg receipt, adjustment, sale, or usage), quantity, unit cost (if
PO receipt) in domestic currency, warehouse, and transaction description (order and receipt no. if
receipt, adjustment description if adjustment, or inwice no. if sale).

Zelected ttem Histary [Doukle-Click ta viewy source record)
Period |Date |T~,.f|:ue |Ql.|.§|nI:iI:\)f |Unit _osk |L|:u:atiu:|n |Transactiun Descripkion -
412009 30 Apr 09 Adjust 300 Qur Warehouse Phiysical Count
412009 30 Apr 09 Adjust 200 United Starage Physical Count
512009 07 Maw 09 Sale &0 Qur wWarehouse AR Invoice: 10252
5f2009 15 Mav 09 Sals 200 Qur Warehause AR Invoice; 10254
F\(l"?l'lﬂcl N1 Tm N9 MFA R ereink 11 o harehnn iz Rersink 1001 MFA Cwrdere 10001 . b7

This data is also printed on the perpetual inventory reports.

You can select a record with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to

- display the source transaction (PO receipt, Mfg receipt, adjustment, or invoice) for a selected
history record

- refresh the data displayed to show changes entered by other users, etc.

Tip: To display the source transaction for a history record: select the record, then right-click to display
a pop-up menu, or double-click on it, or press Enter.

8.3.1.18 Inventory Location History

Inventory Location History Top Previous Next
Inventory | Location History

The Inventory Totals screen displays the quantity available for each item in each warehouse.
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Inventory History (Filtered)

[Lg.l Mm] [,Oymu IG Rakashlel-h-lp]
£ Period Date Item Mo. Description Transaction Description Type Quantity  Unit Cost Location )
b(2/2021 26 Feb2 1001 Creamy Caesar - case 24 x 250 ml AR Inveice: 10287 Sale 1 22562 Our Warehouse

11/202C 20 Mov 2 1001 Creamy Caesar - case 24 x 250 ml AR Inveice: 10284 Sale 90 2.2862 Our Warehouse

1142020 10 Nov £ 1001 Creamy Caesar - case 24 x 250 ml Receipt: 1013 PO: 10038 PO Receipt 10 §1.17 Our Warehouse

10/202C 15 0ct 2 1001 Creamy Caesar - case 24 x 250 ml AR Invoice: 10278 Sale 10 2.2562 Our Warehouse

92020 15Sepz 1001 Creamy Caesar - case 24 x 250 ml AR Inveice: 10278 Sale 10 22562 Our Warehouse

9/2020 15Sepz 1001 Creamy Caesar - case 24 x 250 ml Receipt: 1021 Mfg Order: 10054 Mfg Receipt 10 1,188.17 Our Warehouse

92020 15Sepz 1001 Creamy Caesar - case 24 x 250 ml Receipt: 1020 Mfg Order: 10053 Mfg Receipt 10 13.00 Our Warehouse

82020 12 Aug: 1001 Creamy Caesar - case 24 x 250 ml Receipt: 1010 PO: PO10006 PO Receipt 1 3.00 Our Warehouse

812020 12 Aug: 1001 Creamy Caesar - case 24 x 250 ml Receipt: 1014 Nfg Order: 10034 Mfg Receipt 1 1,832.36 Our Warehouse

42020 28 Apr2 1001 Creamy Caesar - case 24 x 250 ml Transfer Order TR10001 Transfer -100 2.2862 Our Warehouse

AN AT Anc 4004 Mraarm: MPascar raca 34 « 360 ml Standard Mact channad from @4/ AC tn @ Adinct n I FERT Mur Warchniea &7
< >

Note: Quantity Available is not the same as Quantity On Hand as shown on the inventory value reports
and perpetual inventory reports. Sales Orders shipments do not deplete Quantity On Hand until the AR
invoice is posted (so as to keep the inventory value in synch with the accounts receivable). Whereas
Quantity Available is depleted for shipments that haven’t yet been inwiced. Quantity Available is the
current quantity in the warehouse.

You can select a record with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the item no. or select the item description from the drop down list. Tip:
You can enter the 1st letters of the item description then press the down arrow. This selects the 1st
record for that item, so if there is more than one you will also need to use the mouse or arrow keys.
The menu has options to

- display history (transactions) for a selected item and warehouse

- refresh the data displayed to show changes entered by other users, etc.

+  print the list

Tip: To display the history for an item/warehouse: select a record, then right-click to display a pop-up
menu, or double-click on it, or press Enter.

8.3.2 Inventory Adjustments

Adjustments Top Previous Next

Inventory | Adjustments

The inventory adjustments screen displays adjustments in a list showing summary info including
period, adjustment date, description, and warehouse.
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Cycle Count Adjustment

Entered On: 31 Mar 21

Date: Period Entered By:  Admin

Locatior: Our Warehouse

Description: ‘ Cycle Count Adjustment |

Adjugtment Code: | STC | eem

Quantity | ltem nao. |Descnpl|on Lot Mo |Un|t Cost |Lol Expiry Date Serial Mo Manutacturer A
M 1014 Salt [Kg) $0.90
-2 Lot Item Sold Lot ltem Alzd $0.00
-30/1023 Diijon Mustard [L] $6.45

Adjustments are entered to record warehouse transfers, and reduction of inventory due to spoilage/
breakage, theft and samples, etc. Also physical count corrections may be entered directly as
adjustments or the physical count may be entered via the Physical Count feature, which prints count
sheets, allows entry of the physical count, prints variance reports, and generates adjustment
transactions.

To add a new adjustment: click the New button.
To edit an adjustment: double-click the adjustment. Or select the adjustment and press Enter.
To delete an adjustment: select the adjustment and click the Delete button.

You can select an adjustment with the mouse or by the keyboard via the Page Up/Down and arrow
keys.

The menu has options to

- refresh the data displayed to show changes entered by other users, etc.
«  print the list
+ post adjustments (see notes following)

Inventory adjustments are entered, then posted. Prior to posting, they may be edited or deleted. To
undo an adjustment after posting, you must “reverse” it (enter it again with the opposite amount).
Posting updates inventory totals and history. To post adjustments use the Post button or choose the
Post option when closing the adjustments screen.

Adjustment Date

The adjustment date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the adjustment. This defaults to the current calendar month, or the
default period on Your Company if specified there. If your fiscal year doesn’t end in December or your
fiscal periods are not calendar months, you should set the default period regularly to help prevent data
entry errors. Note: The year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Warehouse
Select the warehouse where the item quantities are to be adjusted. If you need to add a new
warehouse to the drop down list, click the “3 dots” button.
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Tip: You can enter a few characters of the warehouse name, then use the down or up arrow keys if
required.

Description

Enter a description for the adjustment. This will show on the inventory history and the Perpetual
Inventory reports.

Example: Samples

Items and Quantities
Enter the adjustment quantity for each item. A positive quantity will increase the item quantity on
hand, and a negative quantity will decrease it.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Item numbers or descriptions are not entered directly on the adjustment screen, but instead
selected on a pop-up screen which displays if you type into the item number or description column, or
by clicking on the “3 dots” button in the column, double-clicking in the column, or by the keyboard
shortcut Ctrl+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by nhumber and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Lot No
If the item is assigned Lot Control, the inventory adjustment will require you select from existing lots if
you are reducing inventory or enter a lot if you are increasing inventory for the item.

Expiration Date
Enter the expiration date for the item or select from existing on hand inventory with expiration date.

Serial Number

If the item is assigned Serial Control, the inventory adjustment will require you select from existing
serial numbers on hand if you are reducing inventory or enter a serial number if you are increasing
inventory for the item. The maximum quantity to increase or reduce inventory is 1 for each line.

Manufacturer
If you track the inventory item by manufacturer, enter the manufacturer name or select from existing
inventory on hand.
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Keyboard and mouse shortcuts

8.3.3 Physical Count

Physical Count Top Previous Next

Inventory | Physical Count

The Physical Count feature prints count sheets, allows entry of the physical count, prints variance
reports, and generates adjustment transactions.

E Pilot ERP - Pilot ERP Software

Eile Setup View Web Links Windows Help
ﬂ Home % System Setup : Inventory u Sales. G Service Eﬁ Manufacturing || ©° Furchasing Accounting a Reports = | Accounting Transfer
Physical Count [ tiew|acaiiem | —pekie | | [ apmy | |[pm ||| mpor: ||[Refiesh | peb | |[T3 twort < Sh'i“"““"’e“”°‘"€d’%
0 Start New Count «| Description ~| tem Type Name |+ Locatio|..| System |..| Physicall..| Variance .. Date we| Avg Cos|.| Standar|v.| gela| Bijss|
¥ Delete Count Click here to define a fiter
’7‘ Apply Variances £ 001 o Creamy Caesar - case 24 x 250 | Dressing for Salad mwm 04 Jan 21 6117 ”‘
1002  Creamy Caesar - case 12 x 500 Dressing for Salad  MRB o 0 04&Jan21 561.03
1003  talian Herb - case 12 x 500 ml  Dressing for Salad MRB 1] 0 D4lJan2 21.43
Print 1004  French Vinaigrette - case 24 x 2 Dressing for Salad  MRB o 0 0&lJan21 18.27
= 1005  Strawberry Jam - case 24 x 250 Jam MRB o 0 04&Jan21 o 1014
¥ Print Physical Count 1007 Strawberry Jam - case 12 x 500 Jam MRS 0 0 04dan2i 9.27
1010 Peach Jam-case 1Zx 500 ml  Jam MRB 0 0 o0&Jan2t 9.41
ﬁ Inventory Home 1011 Apricot Jam - case 24 x 250 ml  Jam MRB o 0 04&Jan21 o 10.58
— 1013  Raspberry Jam - case 12x 500 Jam MRB 1] 0 04Jan2t 8.93
[cd
I9==] Ttems 1014 Salt (Kg) Raw Material MRB 0 0 o0&Jan2t 0.5 1000000
= 1015 Pepper (Kg) Raw Material MRB 0 0 04&Jan21 225 225
[~ Item Inquiry
1016  Sugar (Kg) Raw Material MRB 1] 0 04Jan2t 0.93 0.93
=
5_) Inventory Adjustments 1017 Water (L) Raw Material MRB 0 0 o0&Jan2t 0.15 0.15
= 1018 Olive Qil (L) Raw Material MRB 0 0 04lJan2t 2.5% 259
= .
& N 1019 Basamic Vinegar (L) Raw Waterial MRS 0 0 04dan2i 285 285
‘g_ Inventory Transfers 1020 Red Wine Vinegar (L) Raw Material MRB o 0 0&lJani 214 214
. 1021 Worcestershire Sauce (L) Raw Material MRB 0 0 04Jan 367 367
Transfer Orders 1022  Anchovy Paste (L) Raw Material MRB 0 0 o04Jan21 8.33 833
. 1023 Dijon Mustard (L) Raw Material MRB o 0 0&Jan 6.45 5.45
Transfer Receipts ha
Pilot ERP 1.8.3.562 Reg d To: Pilot ERP User: Admin

This can be used to enter the opening inventory balances when setting up your company. Also it can
be used for periodic counting of the inventory to verify the item quantities on hand, and correct any that
are wrong. This could happen if the wrong item number was entered on a sales order or other
transaction that affects inventory, or if quantities were miskeyed, or if inventory was stolen from the
warehouse, etc.

1. Start count. The program creates count records and stores the “system” quantity on hand for

each item. ie. The quantity on hand as stored in the system (computer).

Print count sheets. Menu File | Print. Count each item on the list and write down the count.

Enter the physical count. ie. What you physically counted.

Print variance reports. Menu File | Print. You can filter the list to show only items with variances

if you prefer. Verify the count was entered correctly and double-check any variances.

5. Apply variances. This creates adjustment transactions for the differences, and deletes the count
records.

PN

Because the variance is used to update the system quantity on hand, rather than resetting the system
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8.34

8.3.5

quantity on hand to the physical quantity on hand, you do not hawe to stop entering sales and receipts,
etc. pending entry of the physical count.

Tip: You can choose to count only selected warehouses and/or item types. You can do this by
selecting the warehouse and/or item type when you start the count, and then repeating this for any

other warehouses and/or item types to be counted. Or you can select all warehouses and/or item
types, then delete (menu Records | Delete Count) any that you don’t want to count.

Inventory Transfers

(Inventory - Inventory Transfer)

The Inventory Transfer screen allows you to transfer inventory between locations set up in Pilot.

=]

File Setup View Web Links  Windows Help
ﬁ‘ Home % System Setup ?D [ t; Sales b’:;. Service m Manufzcturing | .. Purchasing Accounting j Reports < | Accounting Transfer

Inventory Transfers [ e | 3¢ Deise| | [ F oss | | [ 15 prine | | (55 Retiesn| (@) b |

ﬂNew Inventory Transfer Period Date Description Posted

¥ Delete Selected

3 post Transfers =

Date: 01 Mar 2021 || Periad: | 3| 2021
Print
Description: | Transfer Inventory
g Inventaory Transfer List
‘ Quantity |Item ho. Drescription From Location To Lacation Lat Mo Expiry Date SerialMa |~
0] 4 101002 Creamy Caesar - case 12 & 500 ml Our Warehouse United Storage

ﬁ Inventory Home 15/1003 Italian Herb - case 12 « 500 ml Our Warehause United Storage

=

l"T:I Items
P Item Inquiry

=

E_) Inventory Adjustments

-

2| Physical Count w
=1 < >
e Inventory Transfers

Tatal Thr Gty
D Transfer Orders Ok LCancel
Transfer Receipts

To start a new inventory transfer click the "New" button or "New Inventory Transfer" link. This will open
the Transfer Inventory screen where you can enter the Transfer Date, Description and items you want to
transfer from one location to another.

Once you have entered the transfer information including the Quantities, Items, From Location and To
Location, click OK to save. To complete the transfer you must Post it using the "Post" button at the top
of the inventory transfers screen. This will create an inventory adjustment to move the inventory from the
location selected to the new location.

Transfer Orders

(Inventory - Transfer Orders)

The Transfer Order screen provides a formal method to ship inventory between company warehouses or
plants. When a transfer order is entered and posted, the inventory will be moved from the selected
Location to the Transit Location. When it's received at the other warehouse or plant, employees can
receive that inventory to their location (the Ship To location on the order) through the Transfer Receipts
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screen.

The Transfer Order screen also provides options to print a pick list to pull the inventory and a Packing
List/Bill Of Lading for the shipping document.

The main grid screen in the transfer orders displays the current Outstanding (Open on in Transit status)
transfer orders. To open an existing transfer order, select it in the grid and double click. To print, select
the transfer order in the grid and right click for options or click the Print button in the top toolbar.
Transfer Orders that are in an Open status can be changed or deleted. Transfer orders that are in a
Transit status cannot be changed or deleted.

To create a new transfer order, click the "New Order " button in the top toolbar of the transfer orders
screen.

B Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
q = =3 fen
ﬁ Home System Set || o nventory | (€81 Saes (8 Servion g vanuiaotuing 7L puschasing Aosounting Reports 337 Accounting Transfer
Transfer Orders. [ € New G | 3¢ Detee ||| 70 post Trarstes ] B pins »| [ Retiesn| @) ke ||| > Bpon -] View: Outstanding »
€ New Transfer Order 2 OrderMo  Order Stat. Order Date  Location Transitlocston  ShipTolocation  ReqShipDate ExpShpDate  Carrier Name Freight Posted Transfer  Posted Receipt  Tracking No
% Delete Selected = Ciick here to define a fiter
3 Post Transfer Orders » TRI0002 Open 14 May 2020 Our Warehouse  Shipping United Storage 13Jan2021  13Jan2021  Alpine Freight Co.  Prepaid 0 0 EX328e83X3UKL
TR10006 Transt 30 Jun 2020 Our Warehouse  Shipping United Storage ]
TRI0008 Transi 04 Nov 2020 Our Warehouse  Shipping United Storage 0

Transfer Order TR10008

Order no.. Order Date: |04 Nov 202 | .| Period: 2020 []Pick List Printed Status: |Open - [ Transfer Posted
[ Receipt Posted
Location: Our Warehouse ~ Ship To: United Storage £
12345 Sample Street, Samplecity, 22 12345, Sampleland Sandcastle 200, Portrush, Co. &ntrim, 5 ampleland
Transit Location: | Shipping v
Reguested Ship Date:l:l ... Freight: ~
Notes:
otes: Expected Ship Date: l:l ... Carrier: ~
Tracking No: | |
il Line| Quantity |tem no. Description | oty Shipped| aty Received| complete|
» 1 0.00000 1001 Creamy Caesar - case 24 x 250 ml
2 0.00000 | 1002 Creamy Caesar - case 12 x 500 ml
v
Qty OH Details Notes for item 1001 |E| Print this tems notes on
| aty Shipped|Location On Hand ~
ﬂ 0 Our Warehouse 13
A4
oK Cancel
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Fields

Order No
The Transfer Order number used to identify, print and receive the transfer.

Order Date
The date of the inventory transfer. This will be used for the inventory transaction to mowe the inventory
from the selected Location to the Transit Location.

Period
GL Period for the inventory transfer transaction.

Pick List Printed
Indicates whether the pick list has been printed or not.

Status
This indicates the current status of the transfer order.

Open - Transit Orders in an Open status have not been posted and the inventory has not been
mowved from the selected location to the transit location. Open transfer orders can be edited or deleted.

Transit - The "Transit" status means that the transfer order has been posted and the inventory
has been moved from the selected location to the transit location but has not yet been received by the
Ship To location.

Completed - When a transit order is fully received at the Ship To location it will automatically
be marked "Completed" on the status and be removed from the outstanding transfer orders. If a transfer
order is only partially received it will remain in the Transit status. If the transfer order is only partially
shipped and received it can be completed by changing the status in the transfer order screen to
Completed.

Transfer Posted (checkbox)
If the transfer order has been posted, the "Transfer Posted" field will be automatically checked.

Receipt Posted (checkbox)
If a transfer receipt for the order has been posted, the "Receipt Posted" field will be automatically
checked.

Location

This is the location from which the inventory will be picked and shipped. When the transfer order is
shipped, it will create an inventory transaction to reduce the inventory on hand form this location and
movwe it to the "Transit" location.

Ship To
This is the location that will be receiving the shipment of inventory in the transfer order.

Transit Location

This is a location used to indicate that the inventory is currently in transit to the Ship To location. If you
do not need to hold the inventory in a "Transit" location, you can also assign it to the same location in
the Location or Ship To fields. When the Transfer Order is posted, it will still create the inventory
transaction but will either keep it in the current location or mowe it to the ship to location before it's
actually received through the Transfer Receipts screen.
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Notes
Optional Notes field for the transfer order and shipment.

Requested Ship Date
This is the scheduled ship date for the transfer order.

Expected Ship Date
This is an optional ship date field which can be used to indicate a difference between the original
requested ship date and the new expected ship date.

Freight
The freight method for the shipment on the transfer order.

Carrier
The freight carrier used for the shipment.

Tracking No
The tracking number for the shipment.

Detail Feilds

Line
The line number used for sorting on the transfer order.

Quantity
The Quantity that will be shipped on the transfer order.

Item No and Description
The item number and description of the item being shipped.

Qty Shipped
When the Transfer Order is posted, the quantity shipped will display in this field.

Qty Received
When a transfer order is received through the Transfer Receipts screen it will automatically update the
quantity received for each item in the transfer order screen.

Complete

If the line item has been fully received at the Ship To location or if the item was partially received and no
additional inventory is in transit it can be marked complete in this field. This will prevent future receipts
against the line. If inventory was misplaced or damaged in transit and will not be received to the Ship To
location, it will need to be remowved from the transit location inventory through an inventory adjustment.

Postin

When the inventory has been pulled from stock, the Packing List/Bill of Lading printed and shipment
sent, the transfer order should be reviewed and posted using the "Post" button in the top toolbar to move
the inventory from the Location to the Transit location. The "Quantity" entered for each item will be
transferred at the time of the posting on the "Order Date" entered in the transfer order. Once a transfer
order has been posted, it cannot be changed.
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8.3.6

Post Transfer Orders

Post Order Mo COrder Date Posted Transfer ~
[] Trioooz 5/14/2020 ]
[] TRi0008 117472020 ]

W

2 Tranzfer(s) to be posted : Post Al ;
Post Selected
Cancel

Transfer Receipts

(Inventory - Transfer Receipts)

The Transfer Receipts screen allows the shipped items from the Transfer Order to be received at the
Ship To receiving location. The transfer order also has the options to print a pick list or packing list
which can be used as a receiving document or to view information about the receipt and confirm
quantities received. Transfer receipts that have been posted cannot be edited or deleted.d

To start a new transfer receipt, click the "New" button in the top toolbar.

Pilot ERP - Pilot ERP Software

File Setup View Web Links  Windows Help
- = = 5
ﬁHmE %Sysmmselup [{‘&B E.E.sﬂvm Hua.mlamn.g # . Purchasing Acoounting D Reports =% Acoounting Transfer
Transfer Receipts @D Hew Recsin | 3¢ Dsese | [ T 2ot pecsips | | |53 pries ~| > Bpon -
&3 New Transfer Receipt S ReceiptMo  RecsiptDate  Posted OrderNo  Order Status OrderDate  Location Transit Location Ship To Location Posted Transfer  Posted Receipt
3 Delete Selected 7 Click here to define a fiter
50 Post Transfer Receipts 10002 29 Jun 2020 TR10001 Completed 28 Apr 2020  Our Warehouse Shipping United Storage
10005 30 Jun 2020 TR10006 In-Transit 30 Jun 2020  Our Warehouse Shipping United Storage: O
10006 12 Oct 2020 TR10006 In-Transit 30 Jun 2020  Our Warehouse Shipping United Storage O
Print »{10010 30 Mar 2021 [] TRi0008 In-Transit 04 Nov 2020 Our Warehouse Shipping United Storage: [}

Transfer Receipt
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Transfer Order (Receipt) TR10008

Order no.: TR10008 .| Receipt Date: |30 Mar 202| [___] Periog: 2021| [] Pick List Printed [ Transfer Posted
Receipt no.: 10010 [ Receipt Posted
Location: Our Warehouse ~ Ship To: United Storage £
12345 Sample Street, Samplecity, 22 12345, 5ampleland Sandcastle 200, Partrush, Co. &nirir, 5 ampleland
Transit Location: | Shipping v
Requested Ship Date: I:I Freight: ~
LRES Expected Ship Date: I:l Carrier: -
Tracking Nn:|
III_ Line [ Quantity |fem no. Description | Qty Shipped | M
» 1 1001 Creamy Caesar - case 24 x 250 ml i}
2 5/1002 Creamy Caesar - case 12 x 500 ml o
v
Qty OH Details Notes for item 1001 IE‘ Print thiz items notes on
|Qty Received | Location On Hand -
¥ 5 Shipping 0
v
oK Cancel
Fields
Order No

The Transfer Order number used to identify, print and receive the transfer.

Receipt No.
This is the unique number for the receipt automatically generated when a new receipt is entered.

Receipt Date

The date of the inventory receipt. This will be used for the inventory transaction to mowe the inventory
from the selected Transit location to the Ship To Location.

Period
GL Period for the inventory receipt transaction.

Pick List Printed
Indicates whether the pick list has been printed or not.

Transfer Posted (checkbox)
If the transfer order has been posted, the "Transfer Posted" field will be automatically checked.

Receipt Posted (checkbox)
If a transfer receipt for the order has been posted, the "Receipt Posted" field will be automatically
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checked.

Location

This is the location from which the inventory will be picked and shipped. When the transfer order is
shipped, it will create an inventory transaction to reduce the inventory on hand form this location and
movwe it to the "Transit" location.

Ship To
This is the location that will be receiving the shipment of inventory in the transfer order.

Transit Location

This is a location used to indicate that the inventory is currently in transit to the Ship To location. If you
do not need to hold the inventory in a "Transit" location, you can also assign it to the same location in
the Location or Ship To fields. When the Transfer Order is posted, it will still create the inventory
transaction but will either keep it in the current location or mowe it to the ship to location before it's
actually received through the Transfer Receipts screen.

Notes
Optional Notes field for the transfer order and shipment.

Requested Ship Date
This is the scheduled ship date for the transfer order.

Expected Ship Date
This is an optional ship date field which can be used to indicate a difference between the original
requested ship date and the new expected ship date.

Freight
The freight method for the shipment on the transfer order.

Carrier
The freight carrier used for the shipment.

Tracking No
The tracking number for the shipment.

Detail Fields

Line
The line number used for sorting on the transfer order.

Quantity
The total quantity being received for the item on this receipt.

Item No and Description
The item number and description of the item being received.

Qty Shipped
This displays the quantity shipped on the transfer order.

Complete
If the receipt of the line is completed, you can manually mark it complete. This will be done
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automatically if the full quantity shipped is received.

Qty OH Details Fields

Qty Received
The quantity received for the location selected.

Location
The location for the quantity received.

On Hand
The current on hand quantity for the item.

Transfer Receipt Posting screen

When the transfer receipt has been created, inventory quantities entered and reviewed, the transfer order
should be posted using the "Post" button in the top toolbar to move the inventory from the Transit
location to the selected location in the Qty OH Details (this will default to the "Ship To" location on the
transfer order but can be changed. The "Quantity" entered for each item will be transferred at the time of
the posting on the "Recedipt" entered in the transfer receipt. Once a transfer receipt has been posted,
it cannot be changed.

Post Transfer Receipts

Selected ReceiptMo ReceiptDate Posted -
10010 30 Mar 2021 97
W
1 Receipt(s) to be posted Post All
Post Selected
Cancel
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8.4

Inventory Reports

Inventory Reports Top Previous Next

Inventory | Reports

Most reports can be filtered by specifying selection criteria such as warehouse and item type, to
provide additional levels of reporting.

Value by Item
This report shows inventory quantity on hand, unit cost, and value summarized by item.

Value by Item /Warehouse
This report shows inventory quantity on hand, unit cost, and value for each item in each warehouse.

Value by Type
This report shows inventory value summarized by item type.

Value by Type /Item
This report shows inventory quantity on hand, unit cost, and value grouped by item type then
summarized by item.

Value by Type /Item /Warehouse
This report shows inventory quantity on hand, unit cost, and value grouped by item type, for each item
in each warehouse.

Value by GL Account /Item
This report shows inventory quantity on hand, unit cost, and value grouped by Inventory GL Account
then summarized by item.

Perpetual by Item
This report shows opening balance (quantity on hand), transactions and resulting balance for each item
for the selected period.

Perpetual by Item /Warehouse
This report shows opening balance (quantity on hand), transactions and resulting balance for each item
in each warehouse for the selected period.

Perpetual by Type /Item
This report shows opening balance (quantity on hand), transactions and resulting balance for each
item, grouped by item type, for the selected period.

Perpetual by Type /Item /Warehouse
This report shows opening balance (quantity on hand), transactions and resulting balance for each item
in each warehouse, grouped by item type, for the selected period.

Perpetual Summary by Item
This report shows opening balance (quantity on hand), transaction type totals (receipts, adjustments,
sales, usage), and closing balance for each item for the selected period.

Perpetual Summary by Type /Item
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This report shows opening balance (quantity on hand), transaction type totals (receipts, adjustments,
sales, usage), and closing balance for each item, grouped by item type, for the selected period.

Bill of Material (Multi-Level)
Shows full multi-level bill of material with costs.

Bill fo Material (Summary)
Summarizes the multi-level bill of material by item number with total quantity required for each
component.

Where Used
Select a material or sub-assembly to show which manufactured items BOM it is required.

Quantity by Lot Number
Shows inventory quantity on hand by Lot Number.

Lot Number History
Shows the inventory transactions for lot controlled items (displays Lot Number).

Inventory History
Displays inventory transactions by date range.

Quantity by Serial Number
Shows inventory quantity on hand by item and serial number.

Serial Number History
Shows the inventory transactions for serialized items by serial and transaction date (displays serial
number).

Inventory Information
Shows inventory information

Summarized BOM Availability
Shows Summarized BOM Auvailability for all components on the multi-level BOM.

Inactive Inventory Report
Shows Items with no activity based on selected criteria

Inventory Adjustments Report
Shows Inventory Adjustments by Adjustment Code

Bill of Material (Cost)
Summarizes the bill of material Cost by item number.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
Items has options to print the materials and resources with costs for a selected item or all
manufactured items.

Physical Count

Adjustments
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Item Types
Warehouses
Inventory Totals
Inventory History

Other

An ODBC driver is available (free upon request for end-user versions of Pilot) for creation of custom
reports via MS Access or Crystal Reports, mail merge with MS Word, and to import Pilot data to MS

Excel, etc.
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9
9.1

Sales
Overview

Overview Top Previous Next

The Sales system tracks customer quotes, orders and shipments, and creates Accounts Receivable

invoices.

E Pilot ERP - Pilot ERP Software

File Setup View

Web Links  Windows Help

\) - =TI
ﬁ Home % System Sestup Inventory l.= Sales g‘?. Service m

i
o

Accounting Dﬂepons =0 Accounting Transfer

Sales Home

@ Mew Quote

# Mew Order
New Shipment

ifay Mew Invaice

-
59 Warranty

= | ERP-Order Import

Sales Process

‘ Mew Customer Customer Requests
Setup Quote
Customer Types l
Tax Groups
. NO 5
Carriers Customer On File? EN éfsioNn:‘:'r
|iZ| Price Lists
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When setting up customers you specify the currency, thereby setting the currency for their orders and
inwices. For more info on multi-currency operation see Multi-currency Overview.

Sales orders may be entered as "quotes" and printed for customer approval. When approved, the order
status is changed to "On Order". Or the orders may be entered directly as "On Order" if no quote is

required.

Picking slips may then be printed and sent to the shipping department. Either the shipper enters
details of the shipments to the computer, or writes on a copy of the picking slip for subsequent entry
by a data entry clerk. Bills of lading may be printed to go with the goods. AR inwices are
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automatically created from the shipment data. AR inwoices can also be entered manually without the
need to enter an order and shipment, which is the method for entering credit notes and returns.

Multiple shipments are allowed for each order. If an order has been partially shipped and some items
are on backorder, you can reprint the picking slip and it will show the backorder quantities on order.

When an order has been fully shipped (or partially shipped and the customer doesn’t allow backorders
or the items aren’t backorderable), the order status is automatically changed to “completed”. You can
also change the status yourself if there are to be no more shipments. Also you can mark specific
items on the order as completed if no more is to be shipped.

The Backorders by Item Report facilitates fulfilment of previously short-shipped orders.

The Quantity Available Report facilitates scheduling of shipments, purchasing and manufacturing by
showing current inventory lewels, sales orders, purchase orders and manufacturing orders.

Customers

Sales Orders
Shipments

ltems

Price Lists

Prices

Carriers

Sales Orders Reports

9.2 Sales Menu
9.21 Internet Orders

The Internet Orders screen allows you to import orders from your online store using an file. The template
for the import file can be downloaded from the support website

Once the internet orders have been imported, you can review each order, make changes if necessary
and convert the orders to a Sales Order. Use the Import button to start the import and select the import
file. After selecting the import file, click the Open button which will start the import. Once the import is
complete, your orders will display in the main grid screen. Click the "Convert All" to convert those
imported orders to Sales Orders. You can click the "Convert Selected" button to convert a single
internet order to a sales order.
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9.2.2 Sales Quotes

Sales Quotes

Sales | Quotes

The Sales Quotes screen displays quotes in a list showing summary info including quote date,

i[9 mpon | 3¢ Deteie | | [ (=5 maie] | - Comen Seeced |

o comen || (S proe - (5 Retesn| @ v |

: Search Internet Quotes/Orders

Date

Quote Mo.  Customer Mo, Name

Description

Select file to Import...

Look in: | sl TGN

* Camera Roll
Quick access @ Library

- m Music
Library
Desktop - :
- Saved Pictures
™ @ Library
Libraries
This PC
Metwork
File name:
Files of type Import Files
AMSI

- @ M-
% Documents
@ Library
Pictures
@ Library

Videos
T Library

Open

Top Previous Next

requested ship date, customer, quote number, amount, and quote status (quote, on quote, completed,

or canceled).
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Sales Quote 10065

Urdernn:|10065 UrnerDate:|16r-|ﬂr21 | ...| Type: ~ || Location: w Statusj E::r::n?‘f AT

Ship To
Cool Foods (1857) Lid. v New Same v Edit
555 Marketplace, Samplecty, ZZ, 90210 Edit
Main Contact: ~ | Alternate: ~ | Options  Commission Contacts Additional
Description: |Jam and salad dressing | Reguested Ship Date: 16Mar21 | |, Carrier: ~
Notes: Expected Ship Date: Freight: | Prepaid & Charges
DI Urded PO Number: PO1234 Manufacturer: ~
Project Number: Sales Category: ~
MET 30 Currency/Rate: | Domestic Currenc ~

tems  Documents

Mo (@ poun| | 35 save || I tem |G tem stotes History & Pricing

Il Line | Quantity |tem | Description UnitPrice | @M% | ListPrice | Discount%|d ~
M1 75 1007 Strawberry Jam - case 12 x 500 ml 1112 16.6 1112 0.00
2 75 1007 Strawberry Jam - case 12 x 500 ml 11.12 16.6 11.12 0.00
3 50 1005 Strawberry Jam - case 24 x 250 ml 1247 16.7 1247 0.00
4 101002 Creamy Caesar - case 12 x 500 ml 19.50 541 19.50 0.00
v
< >

Notes for item 1007 Print this items notes on orderiquote

Profit Details Amount
Total Order: $2,471.50 Sub-Total: 2,471.50
Total Cost: $1,967.50 Freight Amount:
Gross Profit: $604.00 Total Tax: 534502

Tax: Tax1 (GST): 173.01  Tax2: 173.01

Process Fee: l:l % 50.00
Total: 2,817.52

Currency: Domestic Currency

GP %: 30.2%

Convert to Order Credit Status. Print Save and close Cancel

Sales orders may be entered here as "quotes" and printed for customer approval. When approved, you

can click the Convert button and the quote status is changed to "On Order" and it will now display in
the Sales Order screen.

To add a new quote or quote: click the New button.

To edit an quote or quote: double-click the quote. Or select the quote and press Enter or click the
Edit button.

To delete an quote or quote: select the quote and click the Delete button.

You can select a quote with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to

« sort the list by quote date (descending), requested ship date, or quote no.

« copy an quote (all data except quote no.and date, which default as per a new quote)
- display the customer for a selected quote

« display shipments for a selected quote

- refresh the data displayed to show changes entered by other users, etc.

«  print the list

« print a quote for a selected quote
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Tip: To send e-mail (via your e-mail program), or display the customer: select the quote, then right-
click to display a pop-up menu. You can also print or reprint a quote from the pop-up menu or from the
main menu, but to print all unprinted picking slips in one step you must use the main menu.

To print quotes use menu Print Selected Quote. Or right-click on an quote and choose Print Quote
from the pop-up menu.

To view only “outstanding” (on quote) quotes, toggle the outstanding option on the View menu or use
the shortcut Ctrl+O. Similarly to view only quotes, toggle the quotes option on the View menu or use
the shortcut Ctri+Q.

Quote no.
When entering a new quote, the program assigns a default quote number which you can then change if
desired.

Picking Slip Printed

If the quote has already been shipped, or for some other reason you don’t want a picking slip to print,
then check this checkbox to tell the program that a picking slip has already been printed for this quote.
Otherwise leave it unchecked and the program will check it automatically after printing the picking slip.

Customer

A pop-up screen displays if you type into the customer number, click, or by the keyboard shortcut
Ctri+Enter. On the Customer pop-up screen: you can select the customer by typing the customer
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the customer with
the mouse or up/down arrow keys. Click on the selected customer or press Enter when the selected
customer is highlighted. Or Esc to leave a previously entered customer unchanged.

Typing the customer number in the 1st entry box sorts the list by number and selects the first
customer number matching the characters entered. Typing the customer name in the 2nd entry box
sorts the list by name and selects the first customer name matching the characters entered.

On the Customer pop-up screen you can select Customer Type via the combobox at the right, so that
only customers of the selected type show. To deselect a customer type and show all types, press
Delete.

If this is a new customer, click the new option to display the customers screen, so the customer can
be added.

Purchase Order no.
Enter the customer’s purchase order number (if desired).

Amount
The quote amount is calculated by the program (rather than keyed) based on the item totals and any
taxes.

Quote Date

The quote date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.
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Requested Ship Date

The customer’s requested ship date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Description
Enter a description for this quote (if desired). This prints on the invoice and on the AR statements. You
can override the description later when entering the shipment(s).

Carrier

This is the transportation company who will deliver the goods. If you know who the carrier will be, you
can enter it here, or you can enter it (or change it) later when entering the shipment(s). If customers
come to you to pick up their quotes you should set up a carrier for that, such as “Pick-up”

Tip: You can enter a few characters of the carrier name, then use the down or up arrow keys if
required.

Freight Payment Method

Select the method for paying the freight charges. You can override this later when entering the
shipment(s).

*  Prepaid (seller pays shipping company)

« Prepaid and Charge (seller pays shipping company, and bills customer)

«  Collect (customer pays shipping company)

« Pick-up (customer picks up, nobody pays)

Tip: You can enter the 1st letter or use the down or up arrow keys to select.

Items, Quantity Ordered, and Prices

Enter the quantity ordered and unit price (in the customer’s currency) for each item. ltems can be
inventory items, senvices, or miscellaneous charges such as freight. The price defaults to the price on
the prices table (converted to the customer’s currency if foreign) for this item, using the price list
specified for the customer. You can type owver this if desired. Also you can override the item description
to be printed on the inwice (tab, press Enter, or scroll to go this field or maximize the quote window).
This allows you to have a generic description on the items table and enter a more specific description
on the quote and inwice. This is particularly suitable for labor. You can owerride the prices and item
descriptions later when entering the shipment(s).

Taxes are calculated automatically.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Item numbers or descriptions are not entered directly on the quote screen, but instead selected on
a pop-up screen which displays if you type into the item number or description column, or by clicking
on the “3 dots” button in the column, double-clicking in the column, or by the keyboard shortcut
Ctri+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered.
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Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Keyboard and mouse shortcuts

9.2.3 Sales Orders

Sales Orders Top Previous Next

(Sales - Sales Orders)

The Sales Orders screen displays orders in a list showing summary info including order date,
requested ship date, customer, order number, amount, and order status (on order, completed, or
canceled).
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Sales Order 10057

Order nn.:lﬁ Order Date:| 06 Nov 20 | .. | T¥pE: s~ | Location: ~ | Status: % g;d;;?:::; E::r::fy: i::::
Bill To Ship To [JConverted from Quote
Better Foods Corp. ~ Mew Same v Edit
899 Fraser Way, Richmond, ZZ, 12345 Edit
Main Contact: ~ | Alternate: ~ Options  Commission Contacts Additional
Description: | | Requested Ship Date: 06 Nov 20 | ... Carrier: w
Hotes: Expected Ship Date: Freight: | Prepaid & Charge:| «
PO: Manufacturer: ~
Project Number: Sales Category: w
MET 20 Currency/Rate: | Domestic Currenc|~ ljl

tems  Sales Kit Documents

@ Up @ Down | | 3 Save E ftem G‘ ftem Status History & Pricing % Print Label

i Line | em | auantiy |Description | cost | omw Unit Price Amount Lot Price |MFR Code Wani A
k|1 1001 1.00000 Creamy Caesar - case 24 x 250 ml 5226 98.1 121.00 121.00
2 1005 2.00000 Strawberry Jam - case 24 x 250 ml $10.14 187 1217 2434
v
g >
Notes for tem 1001 Print this items notes on order/guote THEEEs po—
Sub-Total 14534
Total Order: $145.34 ub-tota
Total Cost: $22.54 FEIAIE
Gross Profit $122.80 foaa RS
GP %: 45 Tax: Tax1 (GST): 1017 Tax2: 1017
Process Fee: l:l % 50.00
Total: 165,68

Currency: Domestic Currency

Create Work Order Create PO Credit Status Shipments. Deposit Email Print Save and close LCancel

Sales orders may be entered as "quotes" and printed for customer approval. When approved, the order
status is changed to "On Order". Or the orders may be entered directly as "On Order" if no quote is
required.

Picking slips may then be printed and sent to the shipping department. Either the shipper enters
details of the shipments to the computer, or writes on a copy of the picking slip for subsequent entry
by a data entry clerk. Bills of lading may be printed to go with the goods. AR inwices are
automatically created from the shipment data. AR inwices can also be entered manually without the
need to enter an order and shipment, which is the method for entering credit notes and returns.

Multiple shipments are allowed for each order. If an order has been partially shipped and some items
are on backorder, you can reprint the picking slip and it will show the backorder quantities on order.

When an order has been fully shipped (or partially shipped and the customer doesn’t allow backorders
or the items aren’t backorderable), the order status is automatically changed to “completed”. You can
also change the status yourself if there are to be no more shipments. Also you can mark specific
items on the order as completed if no more is to be shipped.

To add a new order or quote: click the New button.
To edit an order or quote: double-click the order. Or select the order and press Enter or click the
Edit button.
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To delete an order or quote: select the order and click the Delete button.

You can select an order with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the customer no. or select the customer name from the drop down
list, and/or enter the order no. Selecting the customer only will find the 1st order for that customer.
Selecting the order only will find the 1st order with that order number. Selecting customer and order no.
will search on both.

The menu has options to

« display outstanding (on order) orders only

« display quotes only

- filter the list by specifying selection criteria such as customer and carrier
« sort the list by order date (descending), requested ship date, or order no.
« copy an order (all data except order no.and date, which default as per a new order)
« display the customer for a selected order

- display shipments for a selected order

- refresh the data displayed to show changes entered by other users, etc.
« print the list

«  print a quote for a selected order

- print a picking slip for a selected order

« print all unprinted picking slips

Tip: To phone the customer, or send e-mail (via your e-mail program), or display shipments for an
order, or display the customer: select the order, then right-click to display a pop-up menu. You can
also print or reprint a quote or picking slip (for a selected order) from the pop-up menu or from the main
menu, but to print all unprinted picking slips in one step you must use the main menu.

To print quotes use menu File | Print Selected Quote. Or right-click on an order and choose Print
Quote from the pop-up menu.

To print picking slips use menu File | Print Selected Picking Slip or menu File | Print All Unprinted
Picking Slips. Or right-click on an order and choose Print Picking Slip from the pop-up menu.

To view only “outstanding” (on order) orders, toggle the outstanding option on the View menu or use
the shortcut Ctrl+O. Similarly to view only quotes, toggle the quotes option on the View menu or use
the shortcut Ctri+Q.

Order no.
When entering a new order, the program assigns a default order number which you can then change if
desired.

Order Date

The order date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Type

Order types can be created and entered in the System Setup - Sales - ltem Types screen. The item
type is not required but can be used as a reference to define the type of order, grouping in the sales
order screen, reporting and customized print forms by type.
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Location
If you have multiple warehouses, shops or plants, you can assign a location to the sales order to
identify which location it was sold or from where it will be shipped.

Status

The order status field indicates the current state of the sales order. The order status defaults to On
Order when a sales order is created or converted from a quote. When an order has been fully shipped
(or partially shipped and the customer doesn’t allow backorders or the items aren’t backorderable), the
order status is automatically changed to “completed”. The main sales order screen displays the open
"On Order" status sales orders but you can view Completed, Canceled or ALL sales orders by using
the View option at the top of the screen. Sales order can be manually completed by changing the
order status to "completed" or re-opened by changing the status back to "On Order".

Order Printed

This checkbox can be used to indicate whether the sales order summary has been printed or not.
After printing the sales order you will be asked if the sales order printed correctly. If "yes" is clicked,
the order printed field will be automatically checked.

Picking Slip Printed

If the order has already been shipped, or for some other reason you don’t want a picking slip to print,
then check this checkbox to tell the program that a picking slip has already been printed for this order.
Otherwise leave it unchecked and the program will check it automatically after printing the picking slip.

Entered by
Displays the username of the employee that originally created the order.

Last Edit
Displays the username of the employee that last edited the sales order.

Converted from Quote
Indicates whether the sales order was conwerted from a quote.

Sold To Customer

A pop-up screen displays if you type into the customer number, click, or by the keyboard shortcut
Ctri+Enter. On the Customer pop-up screen: you can select the customer by typing the customer
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the customer with
the mouse or up/down arrow keys. Click on the selected customer or press Enter when the selected
customer is highlighted. Or Esc to leave a previously entered customer unchanged.

Typing the customer number in the 1st entry box sorts the list by number and selects the first
customer number matching the characters entered. Typing the customer name in the 2nd entry box
sorts the list by name and selects the first customer name matching the characters entered.

On the Customer pop-up screen you can select Customer Type via the combobox at the right, so that
only customers of the selected type show. To deselect a customer type and show all types, press
Delete.

If this is a new customer, click the 3-dots button to display the customers screen, so the customer
can be added.

Ship To Address
The Ship To address field displays all of the addresses entered in the Ship to tab of the customer
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selected on the order. [f there is a default ship to address on the customer, that address will
automatically display in this field when a customer is selected in the "Sold To" tab of the sales order.
If there is no default shipping address entered on the customer, the field will remain blank and the word
"Same" will show on the order.

The ship to address can be changed using the drop down menu or a new address can be added using
the "Edit" link to the right of that field. This will open the Ship To tab of the customer on the order
where the addresses can be edited or new ones entered.

Main Contact
The main customer contact for the sales order.

Alternate
The alternate customer contact for the sales order.

Description
Enter a description for this order (if desired). This prints on the invoice and on the AR statements. You
can override the description later when entering the shipment(s).

Notes
The notes for the entire sales order. These notes print on the sales order summary, bill of lading and
invoice.

Options

Requested Ship Date

The customer’s requested ship date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Expected Ship Date

PO (Purchase Order no.)
If the customer has sent a purchase order, the PO number can be entered in this field.

Project Number
If this sales order is part of a larger project, the project reference number can be entered in this field.
There is a project report to show all orders related to a project number.

Terms
The customer terms will display in the terms field.

Carrier

This is the shipping company who will deliver the goods. (i.e. UPS, FEDEX etc.). If most orders for
the customer are shipped by a particular carrier, you can assign a default carrier to the customer
through the Terms/Sales tab. A carrier is required on the order to process shipments and invoices.

The carrier can also be changed or entered later when entering the shipment(s). If customers come to
you to pick up their orders you should set up a carrier for that, such as “Pick-up”

Tip: You can enter a few characters of the carrier name, then use the down or up arrow keys if
required.
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Freight

The freight payment method can be selected in this field. The freight methods can be setup in the
Setup - Freight table. This field can be used to define Free on Board (FOB). If the customer has a
default freight method, it can be assigned in the customer Terms/Sales tab.

Examples:

* Prepaid (seller pays shipping company)

» Prepaid and Charge (seller pays shipping company, and bills customer)
« Collect (customer pays shipping company)

« Pick-up (customer picks up, nobody pays)

« FOB Origin (buyer takes owership as soon as goods are shipped)

« FOB Destination (seller retains ownership and risk until goods are delivered to buyer)

+ FOB Dest., prepaid (seller reatins ownership until delivery, seller is responsible for freight charges)
« FOB Dest., collect (seller reatains ownership until delivery, buyer is responsible for freight charges)
« FOB Shipping Point (buyer takes ownership when shipped)

Manufacturer

Currency/Rate (only displayed if you are using multi-currency and have the "Allow Foreign Currency
Change" option checked in Your Company - G/L)

The Foreign Currency and Rate will display if you are using multi-currency and allow it to be changed
on the order.

Amount

Sub-total
The total of the line items on the sales order before freight, taxes and processing fee.

Freight Amount
Shipping charges on the order billed to the customer.

Total Tax
Total tax amount for the sales order.

Process Fee (% and amount)
If you charge a credit card processing fee, you can enter the %charge here and it will automatically
calculate the amount and add it to the order total.

Amount
The order amount is calculated by the program (rather than keyed) based on the item totals and any
taxes.

Currency
The currency for the customer and order. This is only used if you have set up and use foreign
currencies.

Profit Details

Total Order
This is the total order value (subtotal) of the line items on the sales order excluding freight, tax and
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fees.

Total Cost
This is the total estimated cost of the items on the order using the "Cost" field in the items section.

Gross Profit
This is the total profit (Total Order - Total Cost) on the order.

GP%
The Gross Profit percent calculated by dividing the Gross Profit by the Total Order value.

Items

Items, Quantity Ordered, and Prices

Enter the quantity ordered and unit price (in the customer’s currency) for each item. ltems can be
inventory items, senices, or miscellaneous charges such as freight. The price defaults to the price on
the prices table (converted to the customer’s currency if foreign) for this item, using the price list
specified for the customer. You can type owver this if desired. Also you can override the item description
to be printed on the inwice (tab, press Enter, or scroll to go this field or maximize the order window).
This allows you to have a generic description on the items table and enter a more specific description
on the order and inwoice. This is particularly suitable for labor. You can override the prices and item
descriptions later when entering the shipment(s). If you charge taxes and the items are taxable, the
sales tax will be automatically calculated from the sales tax codes assigned to the customer.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

The order of the fields in this grid and the order in which they display can be changed by each user by

clicking on the selection button = in the upper right hand corner of the items section. Uncheck the
fields that you do not wish to display or check the field to add it. To change the display order in the
grid, select the field then click the up or down arrow in the field selector window to mowe it in the

sequence.
E Field Selector: X
: v Ling S
| v tem
_ v| Cluantity
v| Description W @
<

Item numbers or descriptions are not entered directly on the order screen, but instead selected on a
pop-up screen which displays if you type into the item number or description column, or by clicking on
the “3 dots” button in the column, double-clicking in the column, or by the keyboard shortcut
Ctri+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
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by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Quantity Shipped and Quantity on BackOrder

Any quantity already shipped (from posted shipments) and resulting quantity on backorder, if any, are
displayed. (Tab, press Enter, or scroll to see these fields or maximize the order window or change the
display order of the fields).

Cost
This is the estimated cost of the item when it is entered on the order. This can be manually changed if
needed.

GM%
Gross Margin % calculated by taking the (Price - Cost)/Price.

Unit Price
The unit price of the item sold.

Amount
The total amount for the line item (unit price x quantity).

Lot Price

The Lot Price can be used to override the Unit Price and Amount field for the line. If a value is entered
into the Lot Price field, it will be used as the total amount of the line for the order instead of the unit
price x quantity.

MFR Code

The manufacturer code linked to the item. This is an optional field and only used if you are not the
manufacturer of the item and need to track and reference the manufacturer. The manufacturers for
purchased items can be entered in the item - manufacturer tab.

Manufacturer
The manufacturer name linked to the MFR Code (abowe).

MFR Item No
The manufacturers item number or UPC if it was purchased from another manufacturer.

Haz Mat
This field can be used to define whether an item is defined as a hazardous material or not. This field is
used for reference and can be indicated on the Hazardous Material Bill of Lading.

Req Ship Date
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This is the required ship date for the line item. This can be different for each line item on the sales
order if this is a blanket order or there will be multiple shipment (releases) scheduled on the order.
This is also the date used for each line item in the stock status screen for the item and MRP module.

Exp Ship Date
The expected ship date for the line item used for reference on the order.

Lead Time
The expected lead time of the item on the order. This can be entered with a numeric range and
selection of Days, Weeks, Months or Years.

Lead Time

Lead Time: |1 | - |3| | |Weeks -

Cancel Ok

Qty Shipped
This field displays the total quantity shipped to date for the line. This cannot be manually changed and
only updates from shipments posted for the order.

Qty on B/O
This is the quantity remaining to be shipped on the line after a partial shipment has been entered. If
the line has not yet been shipped or the line is marked "Completed" the field will not display a quantity.

WO Number
If a work order was created for the line item using the "Create Work Order" button in the sales order
screen, the work order number will display in this field.

PO Number
If a purchase order was created for the line item using the "Create PO" button in the sales order
screen, the purchase order number will display in this field.

Customer Item

If the customer has their own item/part number and description that you want to use, you can enter
that into the Item - Customer tab. You can then select that customer part number in the sales order
for display on the sales order, shipment and inwice. You can also use the customer item field during
sales order entry to select the items rather than using your own internal item number if needed.

Customer Description
The customer item description linked to the customer item (abowe).

Override Description
If you need to change the item description displayed on the sales order, you can enter an Override
Description in this field which will be printed instead of the item description in the system.

Completed (override)
To prevent further shipments of an order item, you can mark it as completed by entering y, spacebar,
or double-click. To reset to “not completed” enter n, spacebar, or double-click.
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Qty Remaining

This is the quantity remaining to be shipped on the order. This quantity field is different from the Qty
on B/O field in that it shows the quantity regardless of whether any quantities have been shipped for
the item or not.

Item Notes
The notes field under the item grid will display the individual item notes. The item notes will
automatically copy from the item when entered but can be changed in this screen.

Print this items notes on order/quote
If you want the item notes to print on the sales order, quote, bill of lading and invoice, check this field.

Buttons

Create Work Order

This option can be used to quickly create work orders for manufactured items on the sales order. The
sales order number, customer and sales line will automatically be linked and referenced in the work
order when created from this screen. To create a work order from this screen, check the "Create WO"
field next to the line number for each item needed and click the "OK" button to create work orders for
each of those items. It will create a separate work order for each line using the quantity on the sales
order for each item. If the quantity needs to be changed, you can do that in the work order after it has
been created.

Fields

Create WO
Use this field to select which line items to convert to a work order.

Line No.
Line number of the item on the sales order.

Item No. and Description
Number and description of the item on the sales order.

Qty Ordered
Quantity of the item ordered on the sales order.

Qty Shipped
Qty Shipped to date for the line item on the sales order.

On-Hand
Current On-Hand quantity for the item.

Available (click for details)

Current available quantity for the item. This is calculated by taking the current on hand quantity minus
total scheduled demand plus total scheduled supply for the item. Demand is typically from open sales
orders. Supply is typically from existing work orders to manufacture the product or open purchase
orders if the item is purchased. You can click on the Available field to open the "Stock Status" screen
for the item.
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Create Work Order from Sales Order 10002

Select which items to generate Work Order

Create WO | Line No. | Itemno. |Description Qty Ordered | Qty Shipped | On-Hand ilable (Click for Details) ~
i1 1001 Creamy Caesar - case 24x 250ml 15 117 4
i 2 1013 Raspberry Jam - case 12 x 500 ml 40 2231 111
|:| 4 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
|:| 5 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
|:| [ 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
|:| 7 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
|:| 8 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
|:| 9 1001 Creamy Caesar - case 24 x 250 ml 15 117 41
L4l 1n 1001 Creamy Cagsar - case 24 x 250 ml 15 117 4 &

Open WO after creation? Create Sub-Assy Work Orders? Cancel

Keyboard and mouse shortcuts

9.24 Shipments

Shipments Top Previous Next

(Sales - Shipments)

The Shipments screen displays order shipments in a list showing summary info including shipment
date, order number, inwice number, customer, and warehouse.
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Shipment of Order 10057
pi

Order no.: ...| Type: I:I Entered By: Admin [1®il of Lading Printed  [_] Freezable
Customer: |1UU1 ||Bet'ter Foode Corp. | };gd::fr:;:ar |:|

839 Fraser Way, Richmond, 72, 12345 Dte:
Ship-to: |Same | Period:

Location: | Qur Warehouse |+

Main Contact: ~ | Alternate: ~ Freight: | Prepaid & Charge| ~
Description: | | Carrier: | Alpine Freight Co.| ~
Notes: | Freight Amount: 20.00

Tracking No | 1X388R88930938

Open ShipRush® Panel =

ltems. Sales Kit Ship Al
A Line| Qty Shipped |Qty on Order tem no. Description Location Name |Cnmplete| Uni Price |Lot Price Re A
1 1.00000 0.00000 1001 Creamy Caesar - case 24 x 250 ml Our Warehouse No 121.00 0.00 11
» 2 2.00000 0.00000 1005 Strawberry Jam - case 24 x 250 ml Our Warehouse No 1217 0.00 11
w
< >
Qty OH Details Notes for item 1005 Print this items notes on
|Qty Shipped | Location On Hand Wanufacturer -~
4 2.00000 Our Warehouse 125.00000
0.00000 United Storage 1,496.00000
W
Package Labels Shipping Labels Print oK Cancel

The source document for entry of shipment data is typically the picking slip. Picking slips are printed
for sales orders and sent to the shipping department. Either the shipper enters details of the shipments
to the computer, or writes on a copy of the picking slip for subsequent entry by a data entry clerk. Bills
of lading may be printed to go with the goods. AR inwices are automatically created from the shipment
data. AR inwices can also be entered manually without the need to enter an order and shipment,
which is the method for entering credit notes and returns.

Multiple shipments are allowed for each order. If an order has been partially shipped and some items
are on backorder, you can reprint the picking slip and it will show the backorder quantities on order.

To add a new shipment: click the New button.

To edit a shipment: double-click the shipment. Or select the shipment and press Enter or click the
Edit button.

To delete a shipment: select the shipment and click the Delete button.

You can select a shipment with the mouse or by the keyboard via the Page Up/Down and arrow keys.
To view only shipments for a selected customer, carrier, warehouse, or order, use the filter option.

The menu has options to

+ display outstanding (not inwiced) shipments only

- filter the list by specifying selection criteria such as customer, warehouse, and order no.
« sort the list by shipment date (descending), order no., or inwice no.

« display the customer for a selected shipment
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- refresh the data displayed to show changes entered by other users, etc.
«  print the list

« print a bill of lading for a selected shipment

« print all unprinted bills of lading

« post shipments (see notes following)

Tip: To phone the customer, or send e-mail (via your e-mail program), or display the customer: select
the shipment, then right-click to display a pop-up menu. You can also print or reprint a bill of lading (for
a selected shipment) from the pop-up menu or from the main menu, but to print all unprinted bills of
lading in one step you must use the main menu.

To print bills of lading use the Print menu button Print Selected Bill of Lading or print menu button
Print All Unprinted Bills of Lading. Or right-click on an order and choose Print Bill of Lading from the
pop-up menu.

Shipments are entered, then posted. Prior to posting, they may be edited or deleted. To undo a
shipment after posting, you must “reverse” it (enter it again with the opposite amount). Posting
updates the quantity shipped on the order detail lines, and changes the order status to “completed” if
the order was fully shipped or the customer doesn’t allow backorders or the items weren’t
backorderable. You can also change the status yourself if there are to be no more shipments, or you
can mark specific items on the order as completed if no more is to be shipped. Posting shipments
also updates inventory quantity available as shown on the Quantity Available report and Inventory
Totals screen (inventory quantity on hand as shown on the inventory value reports and perpetual
inventory reports isn’t updated until the inwices are posted, so as to keep the inventory value in synch
with the accounts receivable), and creates AR inwices, which you then print and post to update
customer and inventory balances and create general ledger journal vouchers to update the GL account
totals and GL history. To post shipments use menu Records | Post or choose the Post option when
closing the shipments screen.

To view only “outstanding” (not inwiced) inwices, toggle the outstanding option on the View menu or
use the shortcut Ctri+O.

Order no.

Enter the order number from the picking slip or click the 3 dots button to display a pop-up screen
showing all the outstanding (on order) orders. You can select a customer so that only orders for that
customer will show. To deselect the customer press the delete key. To choose an order from the list,
click on it or select it and press Enter.

When you enter the order number, data from the order will display, such as customer name and
address. Some order data will be used as defaults for the shipment, such as order description,
quantities shipped and unit prices.

Bill of Lading Printed

If the order has already been shipped, or for some other reason you don’t want a bill of lading to print,
then check this checkbox to tell the program that a bill of lading has already been printed for this
shipment. Otherwise leave it unchecked and the program will check it automatically after printing the
bill of lading.

Customer
The customer bill-to and ship-to info for the selected order is displayed. Verify that this matches the
data on the picking slip, to help verify that the correct order no. was entered.
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Location

This is the warehouse where the goods were shipped from. The warehouse defaults to the 1st
warehouse on file. Select the warehouse from the list if it should be changed. Note: Even if this inwice
is for senvices only, the warehouse must be specified.

Tip: You can enter a few characters of the warehouse name, then use the down or up arrow keys if
required.

Shipment Date

The shipment date defaults to today’s date. This will be used for the invoice date when the AR inwice
is created.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year for the AR inwice, the period to which the revenue should be applied.
This defaults to the current calendar month, or the default period on Your Company if specified there. If
your fiscal year doesn’t end in December or your fiscal periods are not calendar months, you should
set the default period regularly to help prevent data entry errors. Note: The year is entered as 2 digits
and displayed as 4.

Example: 11 2001 entered as 11 01

Description
Enter a description for this shipment (if desired). This prints on the inwice and on the AR statements.
This defaults to what was entered on the order.

Carrier

This is the transportation company who will deliver the goods. This defaults to what was entered on the
order. If customers come to you to pick up their orders you should set up a carrier for that, such as «
Pick-up”

Tip: You can enter a few characters of the carrier name, then use the down or up arrow keys if
required.

Freight Payment Method

Select the method for paying the freight charges. This defaults to what was entered on the order.
* Prepaid (seller pays shipping company)

« Prepaid and Charge (seller pays shipping company, and bills customer)

«  Collect (customer pays shipping company)

« Pick-up (customer picks up, nobody pays)

Tip: You can enter the 1st letter or use the down or up arrow keys to select.

Items, Quantities, Lot Numbers, and Prices

The quantity shipped defaults to the quantity on order for each item. Make changes if required. The
resulting quantity on order after this shipment is displayed in the “Qty on Order” column. The unit
prices (in the customer’s currency) and item owverride descriptions also default to what was entered on
the order, and you can owerride these here too.

Lot number is optional. This prints on the bill of lading. Enter lot number if you want to track which
customer received which lot.

Taxes are calculated automatically.
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Tip: You can display a pop-up menu by right-clicking on the grid.

Keyboard and mouse shortcuts

9.2.5 AR Invoices

AR Invoices Top Previous Next

(Sales - AR Invoices)

The AR Inwices screen displays inwices in a list showing summary info including inwice date, age (in
days), customer, inwice number, amount, and balance owing.

t ERP - Pilot El

Eile Setup Niew Data Collection Weblinks Windows Help
1 Home System Sstup i Inwentony 'ZE Service Euanu[murim Purchasing Accounting E Reports =% | Accounting Transfer
= il
2 e E . 2 o " 5 = o i
A/R Invoices :[ﬂum ngeaemH [y copy @mnl@msmul Demlﬁlmlﬁampamm” Memaorized invoices ]l[‘;‘“‘"’"“u
0 Mew Invoice
E Copy Selected Invoice Search by Search for Starts with
M Delete Selected Invoice |Invnice Mo. w " | ¥ cear p Find
@ Email Invoice to Customer
] post Invoices :E Date Age Customer Mo,  Mame Order Mo Invoice Mo.  Amount Owing Terms -
Print = Click here to define a fiter
B AR Tnvice List b5 Feb 21 33 1018 Foreign Food Stores Ltd. 10062 10287 5100.00 S100.00 NET 30
@ selected Invoice | | 20 Nov 20 131 1001 Better Foods Corp. 10058 10284 5$59,310.96 §9,310.96 NET 30
I-—E Preview Selected Tnvoice || 10 Nov 20 141 1001 Better Foods Corp. 10058 10283 522230 §222.30 NET 30
= a1l Unprinted Invoices _150!:[20 167 1004 Lucky Foodmart Inc. 10044 10282 F111.15 $111.15 Net 45
* Treow 15 0ct 20 167 1005 Cool Foods (1867) Ltd. 10279 $570.00 §570.00 NET 30
es Home i
15 0ct 20 167 1001 Better Foods Corp. 10278 51,241.48 §1,241.45 NET 30
'h, s 15 Sep 20 197 1004 Lucky Foodmart Inc. 10281 S500.00 $500.00 Net 45
] 15 Sep 20 197 1001 Better Foods Corp. 10043 10276 £1,241.45 §1,241.46 NET 30
&n Plni=s 13 Aug 20 230 1001 Better Foods Corp. 10017 10286 50.00 50.00 NET 30
Orders 05 Aug 20 238 1001 Better Foods Corp. 10033 10285 50.00 50.00 NET 30
05 Aug 20 238 10M Better Foods Corp. 10033 10273CR (§7.98) (§7.98) NET 30 o
Shipments < >
A;Ri:w . Paymentis) for invoice 10287 Depositis) for invoice 10287
- CheckMo.  Date Payment Check Total Depasit Mo Deposit Date Applied Amount Applied Date  Payment Mo
2% Customers
P Customer Pricing
= S R
g_) Warranty <No data to display= <Mo data to display=
< ERP-Order Import
Pilot ERP 1.8.3.562 Regi 1 To: Pilot ERP Soff User: Admin
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Invoice 10282

Ineoice no.: Type: ~ Date: Period: Entered By: Admin Reverse | POSTED
Order Mo [JPrinted [JE-Mailed [] Core Received Edit
Ship To
Customer: Lucky Foodmart Ine. ~ Ship-to: v
545 Clearwater ‘Way, Samplecity, 22, 54321
Main Cortact: | Altemate w | [Gereral Commission Contacts Additional MNotes
Carier | Alpine Freight Co. |~ FO: l:l
Description: Locatiar: | Our \wWarehousze ~ Project Mumber: I:I
Mates: Terms: Met 45 Manufacturer: ~
Tracking Mo l:l Sales Categany: v
Currency/Rate: | Domestic Currenc ~ EI [JUse Default Exchange Rate
ltems  Sales Kit  Documents
B e [F remsmns| 30 sme | (% Wamamy History & Pricing
Il Quantity |Item Description ‘ Cost GM % List Price | Dizcount % | Unit Price Amount Lot Price |Qt_l,l Back Order | Lo
ﬂ 51002 Creamy Cassar - case 12« 500 7 E4.1 18.50 0.00 19.50 97.50 0.00 2 0y
< >
Profit Details Amount
Motes for item 1002 Prirtt Motes on rmvoice (W] Do ot Print this Line Total Order: $97.50 Freight: 0.oo
Totdl Cost $35.00 Total Tax: $13.66
Tawl [G5T): 6.83 Taw2 B.83
Grogs Profit $62.50 Process Fee:ljl %
GP % B85% Invoice Amount:
Depozit Amaunt:
Domestic: Currency Paid: l:l
Domestic: Walue: Owing:
Credit Status Payrnent Card Payrnent Memornize Imvoice Print Save and Close Lancel

AR inwices are created automatically from posted sales order shipments, but can also be entered
directly such as for credit notes or other times when a sales order, picking slip, shipment confirmation,
and bill of lading are not required.

To add a new invoice: Either enter an order, ship and post the shipment or click the New button in
the AR Invoice screen if you do not need to ship.

To edit an invoice: double-click the inwice. Or select the invoice and press Enter or click the Edit
button.

To delete an invoice: select the inwice and click the Delete button.

You can select an invoice with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to

« display outstanding (unpaid) invoices only

- filter the list by specifying selection criteria such as customer and currency

« sort the list by inwice date (descending) or invoice no.

« copy an inwice (all data except inwice no., date and period, which default as per a new inwice)
- display the customer for a selected inwice

« display payments for a selected invoice

- refresh the data displayed to show changes entered by other users, etc.

e print the list
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« print a selected inwice

«  print all unprinted invoices

« export to Excel or comma delimited text
« post printed inwices (see notes following)
e rewerse posted invoices

Tip: To send e-mail (via your e-mail program), or display payments for an inwice, or display the
customer: select the inwice, then right-click to display a pop-up menu. You can also print or reprint a
selected inwice from the pop-up menu or from the main menu, but to print all unprinted inwices in one
step you must use the main menu.

AR inwices are entered, printed, then posted. Prior to posting, they may be edited or deleted (unless
created automatically from sales order shipments). To undo an inwice after posting, you must “reverse
” it by clicking on the Rewverse button or right clicking on the inwice and selecting "Reverse". You can
then remowe the inwice and credit if desired by entering a “dummy” AR payment for zero amount.
Posting updates customer and inventory balances and creates general ledger journal vouchers to
update the GL account totals and GL history.

To post invoices use menu Records | Post or choose the Post option when closing the invoices
screen. Posting the JVs is a separate job because in a multi-user environment it is possible for this to
conflict with other GL jobs such as printing financial statements. This minimizes the chance of the AR
posting job being unavailable. JVs created by the AR system cannot be modified or deleted even prior
to posting in the GL.

Note: Invoices must be printed prior to posting or have the “printed” checkbox manually checked (such
as for hand-written inwices).

To print invoices use menu Print Selected Inwice or menu Print All Unprinted Inwices. Or right-click
on an inwice and choose Print from the pop-up menu. To add a logo (for inwices, POs, quotes, etc.),
default number of copies, and enter a company message to print on the invoices, use menu Print |
Inwice Print Setup. The inwice prints your company name, address, phone number, and tax number
(if desired) as specified on Your Company. You can add additional customer-specific text to be printed
on the inwice by entering it on the customer screen, terms tab, in the “message”.

To view only “outstanding” (unpaid) invoices, toggle the outstanding option on the View menu.

Invoice no.
When entering a new inwoice, the program assigns a default invoice number which you can then
change if desired.

Printed

If this was a hand-written inwice, or you don’t want to print it for some reason, then check this
checkbox to tell the program that this inwice has already been printed. Otherwise leave it unchecked
and the program will check it automatically after printing the inwice.

Customer

A pop-up screen displays if you type into the customer number, click, or by the keyboard shortcut
Ctri+Enter. On the Customer pop-up screen: you can select the customer by typing the customer
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the customer with
the mouse or up/down arrow keys. Click on the selected customer or press Enter when the selected
customer is highlighted. Or Esc to leave a previously entered customer unchanged.
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Typing the customer number in the 1st entry box sorts the list by number and selects the first
customer number matching the characters entered. Typing the customer name in the 2nd entry box
sorts the list by name and selects the first customer name matching the characters entered.

On the Customer pop-up screen you can select Customer Type via the combobox at the right, so that
only customers of the selected type show. To deselect a customer type and show all types, press
Delete.

If this is a new customer, click the 3-dots button to display the customers screen, so the customer
can be added.

Invoice Date

The inwice date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the inwice, the period to which the revenue should be applied. This
defaults to the current calendar month, or the default period on Your Company if specified there. If your
fiscal year doesn’t end in December or your fiscal periods are not calendar months, you should set the
default period regularly to help prevent data entry errors. Note: The year is entered as 2 digits and
displayed as 4.

Example: 11 2001 entered as 11 01

Purchase Order no.
Enter the customer’s purchase order number (if desired).

Description
Enter a description for this inwoice (if desired). This prints on the inwice and on the AR statements.

Warehouse

This is the warehouse where the goods will be shipped from. The warehouse defaults to the 1st
warehouse on file. Select the warehouse from the list if it should be changed. Note: Even if this inwice
is for senvices only, the warehouse must be specified.

Tip: You can enter a few characters of the warehouse name, then use the down or up arrow keys if
required.

Amount
The inwice amount is calculated by the program (rather than keyed) based on the item totals and any
taxes.

Paid
This is the amount paid so far and is read-only. Payment info is entered via the AR Payments screen.

Owing
This is the amount owing and is read-only. It is the original inwice amount minus any payments and
discount taken.

Items, Quantities, and Prices
Enter the quantity and unit price (in the customer’s currency) for each item. ltems can be inventory
items, senvices, or miscellaneous charges such as freight. The price defaults to the price on the prices
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table (converted to the customer’s currency if foreign) for this item, using the price list specified for the
customer. You can type over this if desired. Also you can override the item description to be printed on
the inwice (tab to the last field or maximize the invoice window). This allows you to have a generic
description on the items table and enter a more specific description on the invoice. This is particularly
suitable for labor.

Taxes are calculated automatically.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Item numbers or descriptions are not entered directly on the invoice screen, but instead selected on
a pop-up screen which displays if you type into the item number or description column, or by clicking
on the “3 dots” button in the column, double-clicking in the column, or by the keyboard shortcut
Ctri+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by nhumber and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Keyboard and mouse shortcuts

9.2.6 Customers

Customers Top Previous Next

Sales | Customers

The Customers screen displays customers in a list showing basic contact info and amount owed.
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File Setup View Web Links Windows Help
R Home System Setup = Inventory |[ (@ Sales [Z8 service H Manufactuiing | Fo. Purchasing Acoounting Reports =330 Accounting Transfer
) - Sy £
Customers lch lx De.lm] {@ Email] l@ Brint l l o New 5 li@ c;msrams] {p cmnsaam.l SO stip 1o Saarch ] {G R«efﬂsnl @ e ] l 3 Export
0 Mew Customer
Cust N Na
X Delete Selected Customer ustomer o | | me| |
@ Email Customer :E Suspended Customer Mo, Mame Customer Type  Contact Phone Balance Currency Price List Sales
=] Click here to define a fitter
D D 1001 Better Foods Corp. Customer Mark Jones 555-4545 522,160 45 Domestic Curre Main Hou
Print D 1005 Cool Foods (1867) Ltd Customer Jack Buyerman 555-8885 £12,402 .89 Domestic Curre Main Bob
[l 1020 Food Distributors Inc. Customer Domestic Curre Main
E Customer List . . .
g |:| 1018 Foreign Food Stores Ltd.  Wholesaler Ronnie $2,397.00 Foreign Curreni US Customers  Hou
Statements
|:| 1004 Lucky Foodmart Inc. Wholesaler Brian Smith 555-1234 £12,405.03 Domestic Curre Main John
I 0 Wigcellaneous Cash Domestic Curre Main
ﬁ‘ Sales Home |:| 1002 Quality Foods Inc. Wholesaler Joe Cruthers 1(403) 555-4567 $15,351.09 Domestic Curre Main Bob
|:| 1003 Znadro Superstoret AG ~ Customer Hanz Flailing 1(859) 5556789 '$1,662.82 Foreign Curren: Main Hou
% Internet Orders
£ Quotes
=T
Orders
Shipments
AfR Invoices
ry < >
a‘ Customers Inveice History Sales Quotes Payments History
F . 5 Date |Invoio:\Amounl|Owing |Prinbe|Posbed ‘A Quote Mo \Quote Date |Amount |Er|bered by Ched{,’[|Dabe \Invowoe!&ﬂmount \Remnd”Posted
ustomer Prici
- 20No 10284 $9,310. 63,310, [ APPLY [ 2f13f: 10251 O
=
&), Warranty 10No 10283 $222.3 $222.3 [ a
150c 10278 §1,241. 51,241, [0
=< ERP-Order Import 155 10276 1,241, §1,241. [ <No data to display >
13 Au 10275 §22.23 $22.23 [
13A0 10285 §0.00 $0.00 [J ]
£ A anaz 2 2 ] [wi] s
Pilot ERP 1.8.3.562  Regi d To: Pilot ERP User: Admin

To add a new customer: click the New button. Or Right click and select New.

To edit a customer: double-click the customer. Or select the customer and press Enter.

To delete a customer: select the customer and click the Delete button. Or Right click and select
Delete.

You can select a customer with the mouse or by the keyboard via the Page Up/Down and arrow keys.
Or click the Find button (or begin typing the customer name). On the Find Customer pop-up screen:
you can select the customer by typing the customer number in the 1st entry box or by typing the
name in the 2nd box, or by selecting the customer with the mouse or up/down arrow keys. You can
filter the list to show only customers of a selected customer type (press Delete to reset). Click on the
selected customer or press Enter when the selected customer is highlighted. Or Esc to exit.

The screen has options to

- sort the list by customer no., name or any other field on the grid

- display orders for a selected customer

- display shipments for a selected customer

- display inwoices for a selected customer

- display payments for a selected customer

- refresh the data displayed to show changes entered by other users, etc.
- print the list

Tip: To display inwices or payments for a customer, phone, or send e-mail (via your e-mail program):
select the customer, then right-click to display a pop-up menu.
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Customer Entry

Better Foods Corp.

Customer no.: 1UU1| Customer Type: | Customer - Edit Customer Types Created: I:I Entered By:
Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin

Address  ShipTo Bil o Terms/Sales Pricing/Discounts Commission Contacts MNotes  Invoices Payments Documents Custom Print Options Emails  tem History

Address Contact
Phone: |555-4545
Name: | Better Foods Corp.
Fax:
Address: | 899 Frazer Way
Contact: | Mark Jones
E-Mail. |mjones@bfc.com
City: | Richmond | . @ | =
Web: |www.bfc.com
State: | ZZ ieb: | | 7]
Zip: | 12345 Club Membership
Country: [m] Club Membership
Membership from | / / 7] thru [ 14 ]
Credit Status | OK LCancel
Contacts

Terms/Sales
Contacts
Invoices
Payments
Documents

Custom

Fields

Customer no.

Customers can be accessed by number or name. Customer no. is useful if you have multiple
customers with the same name, such as branches of the same company, or a large number of
customers. When setting up a new customer, the program assigns a default customer number which
you can then change if desired. At any time you can change the customer number and any history
(invoices, payments, etc.) will automatically still be linked to the customer.

Suspended
Check here to prevent further inwices from being entered for this customer.

Name
Customer's name.

Address
Customer's billing address.

Phone
Main phone number. Additional phone numbers can be specified on the Contacts tab. You can phone
the customer by clicking the phone button or by right-clicking on the customers, invoices, or payments

© 2022 Pilot ERP Software



216 Pilot ERP Manual

screens.

Fax
Main fax number. Additional fax numbers can be specified on the Contacts tab.

Contact
Main contact's name. Additional info and contacts can be specified on the Contacts tab.

E-Mail

Main e-mail address. E-mail addresses for other contacts can be specified on the Contacts tab. You
can send e-mail (via your e-mail program) to the customer by clicking the e-mail button or by right-
clicking on the customers, invoices, or payments screens.

Web Page
URL of customer's web page. You can connect to this page (via your web browser) by clicking the
adjacent browser button.

Customer Type

Select the Customer Type for this customer, if desired, or press Delete to remove a previous selection.
If you need to add a new type to the drop down list, click the adjacent button. Customer Types may be
used to group customers for sales analysis. Example: Food Senice, Government, Distributor, etc. This
facilitates printing sales analysis reports sorted and/or summarized by customer type.

Club Membership

This section is only visible if the "Enable Club Membership" option is checked in the Setup - Your
Company - Customer settings screen is checked. Customers can be checked as club members and
start/end dates for their club membership can be entered. This is informational only and does not
affect the customer or sales.

9.2.6.1 Ship To

Shlp To Back to

Customers

Top Previous Next

The Ship To screen allows you to set up multiple shipment addresses against a customer and select a
default shipping address.

Carrier Account numbers can also be entered against each shipping address. The default shipping
address will automatically be selected when entering a new sales order or quote for the customer.
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||'-_‘:'| Foods Corp — m} X
! Customer no.: | 1001 Customer Type: | Customer b Edit Customer Types Created: |:| Entered By:
| Name: |E|eﬂar Foods Corp. | [ Suspended LastEdit  Admin
|
Address ShipT0  BilTo Terms/Sales Pricing/Discounts Commission Contacts Notes Invoices Payments Documents Custom Print Options Emails tem History
& tew | 3 peete Default
Mame Attention Address Line 1 Address Line 2 City State Zip Code Phone Mo Default  ShipToCountry Address Lir # |
Better Foods - Californ Receiving 87289 Pacific Highway Costa CA 83749 555-530-304¢ D us
Better Foods - NY' 3784 First 5t New York NY 54540 555-253-484¢ O us
Better Foods - TX T3837 Industrial Way Dallas T 34349 5558343748 [ us
Better Foods Internatio 1234 City Way Toronto Ontario M4V 555-838-930: D Canada |
|
Ship-to address for Better Foods Corp. |
|
Default
| Taxes ‘
Mame: |Bether Foods - California |
| Tax 1: v Edit Exemption no.: |:|
Contact: |Cathy Stuart | ‘
| Tax 2: £ Edit Exemption no.: I:I
| Attention: |Receiving |
Tax no. (Business no.; I:I ‘
| Address: |6?289 Pacific Highway |
; | | |
|
| |
| Zip Code: (33749
| Country: |US ‘
| Phone #: [555-539-3948 ‘
E-Mail: |betberrecaiwngfta@betherfoods.ccm | ‘
Carrier Acct #: | | >
< > |
oK Cancel | Cancel ‘
Fields
Default (checkbox)

Select this option if the shipping address is the default shipping address for the customer.

Name
The customer delivery address name. This can be the same or different from the customer name.

Contact
The Contact name for the shipping address.

Attention
Attention line for the shipping address.

Address, City, State, Zip Code, Country
Enter the full address for the shipping address.

Phone #, Fax #, Mobile #
The phone/fax numbers for the shipping address location.

E-Mail
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The contact email address for the shipping address.

Carrier Acct #
The customers account number with the default freight carrier for the shipping address.

Taxes

Tax codes can be entered for each customer shipping address. [f taxes are determined by the
shipment address, you must select the "Use Ship To Tax Calculation" in the Setup - Your Company -
Sales settings screen. If that option is not checked in the settings, the tax codes on the main
customer Terms/Sales tab will be used for all orders regardless of whether a tax code is entered on the
Ship To address or not.

Tax 1 and Exemption No.

The tax code for the shipping address. If you tax by the shipment address, enter the tax code here. If
the customer is tax exempt, you can enter the exemption number and Pilot will not charge taxes for
that shipment address tax.

Tax 2 and Exemption No.

The 2nd tax code for the shipping address. If you tax by the shipment address, enter the 2nd tax code
here if needed. If the customer is tax exempt, you can enter the exemption number and Pilot will not
charge taxes for that shipment address tax.

Tax No./Business No.
The company tax ID or business number.

9.2.6.2 Terms/Sales

Terms/Sales Back to
Customers

Top Previous Next

Here you can enter and edit the customers:

Tax codes and exemption number (if the customer is exempt from the tax)
Currency

Salesrep assigned to the customer

Price List

Customer Message to display on Sales Quote/Order, Bill of Lading and Inwice
Default Freight Method

Default Carrier

Payment Terms
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Better Foods Corp.

Customer ne.: (1001 Customer Type: | Customer ~ Edit Customer Types Created.|:| Entered By:

Name: |Better Foods Corp. | I:‘Suspended Last Edit:  Admin

Address ShipTo BillTo Terms/Sales  Pricing/Discounts Commission Contacts Notes Invoices Payments Documents Custom Print Options Emails  tem History

Taxes Options
Tax 1: |Tax1 o Edit Exemption no.: Allow Backorders Print Statements. Send E-Mailz
Tax 2. | Tax2 ~ Edit Exemption no.: Cradit Management

Tax no./Business no.:

D Reseller Agreement

[ Block sales Order Entry [ Block Shipment
Reseller State: I:I
I:‘ Credit Hold D Past Due Warning
Other Past Due Limit: I:I
Currency: | Domestic Currency v Edit Currencies
Terms
Salesperson 1: | House Account ~ Edit Salespeople Comm Rate 1: 5.0
1 Dizcount %: l:l
Salesperson 2: ~ Edit Salespeople Comm Rate 2:
Message: | Customer Meszage to appear on sales guotes, orders, bill of lading and Discount days: l:l
invoices. Net days:
Ocon
Shipping & Freight Avg Days to Pay
Default Freight
Method: | Prepaid & Charged v Prompt to charge freight Terms Description:
Freight Options NET 30 - Edit

[JPrepaid  Prepaid Freight

[ warning Only Limit s0.00 ‘ [ From End of Manth
or
Default Prepaid [IFiat Rate  Flat Amount | 50.00 ‘
Freight
Prepaid %

Default Carrier: | Alpine Freight Co. w Carrier Acct # | 380y8f3afébida

Default Customer Location

Location: ~

Credit Status QK LCancel

Fields

Taxes

Select the sales taxes applicable for this customer. If you need to add a new tax to the drop down list,
click the adjacent button.

Customers can hawe two tax totals showing on their inwice such as state and local, or federal and
provincial. Each tax total corresponds to a tax code. Example: S for state tax, P for provincial tax. Tax
is automatically applied on an inwoice when an jtem tax code matches a tax code for a tax defined for
the customer. The tax codes print on invoice detail lines to show which taxes were applied.

Each tax has a matching exemption number, presence of which means the tax is not applicable. This
feature is optional and merely provides a way to store tax exemption numbers.

Tax no./Business no.

Some jurisdictions require that you store the customer's tax number or business number, such as
Australian Business Number (ABN).

Reseller Agreement

If this customer is a re-seller, you can check this to indicate that they are a re-seller with an
agreement.

Reseller State
Enter the state the re-seller is located in or the state in which they sell.
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Currency
Select the currency of inwices billed to this customer. If you need to add a new currency to the drop
down list, click the adjacent button. On new customers this defaults to the default currency on Your

Company.

Salesperson 1 & 2, Comm Rate 1 & 2

Select the Salespersons responsible for this customer, if applicable, or press Delete to remowe a
previous selection. If you need to add a new salesperson to the drop down list, click the adjacent
"Edit" button. Salespersons are assigned to customers to facilitate printing sales analysis reports
sorted and/or summarized by salesman such as may be used to determine sales commissions.
Commissions can be automatically calculated and charged at time of inwice or payment and
transferred to AP for payment. The default commission rates can be entered in the Comm Rate fields
but can also be changed on the sales orders or inwices.

Message
Message to print on inwices and statements. You can also use this if you need to print more
information about your company on the inwoice, such as more contact info.

Shipping and Freight

Default Freight Method
Select the default Freight method for the customer here. This default method will copy to all new
sales orders, quotes and inwoices for this customer.

Prompt to Charge Freight
If the customer gets charged for freight/shipping fees, check this option to prompt the shipping
person to enter the freight amount.

Freight Options
The freight options allows you to either set a freight method to be used if the total sales order

amount is above the "Prepaid Freight Limit" or set a flat rate shipping amount for the customer.
When creating the shipment, it will auto fill the freight or prompt the shipping employee to change
it.

Prepaid

If the customer's sales order freight method is pre-paid when a sales order amount is over a
set amount (prepaid freight limit) below, select this option to have Pilot automatically select
the "Default Prepaid Freight" method.

Prepaid Freight Limit

When a total sales order amount is above this pre-paid freight limit, Pilot will automatically
change the freight method to the Default prepaid freight selected below. This is typically used
when a customer receives free or "Prepaid" shipping when an over is over a certain amount but
it can be used for any reason to change the freight method.

Warning Only (checkbox)
If this is checked, Pilot will give a warning message when the prepaid option is selected but
will not force the order or shipment to use the default prepaid freight method.

OR
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Flat Rate
If the customer is charged a flat rate for shipping, select this option

Flat Amount
Enter the flat shipping amount for the customers shipments. This can be changed in the order
or the shipment.

Default Prepaid Freight
This field allows you to select the default prepaid freight method used with the prepaid freight
option above.

Default Carrier
Select the default Carriers for this customer. This default carrier will copy to all new sales orders,
quotes and inwices for this customer. You will be able change the carrier in the order.

Default Customer Location

If your company has multiple warehouses, shops or offices and you sell or ship from more than 1
location you can define a default order location for the customer. When an order is entered for the
customer, this default location will be selected automatically on the order. This can be used as a
reference or for reporting and is also used in location specific MRP generation.

Options

Allow Backorders

Check here if this customer accepts backorders. This means that if he orders 10 of an item and
you can only ship 8, he will accept the remaining 2 on a later shipment. Sales orders that are not
fully shipped are kept open as backorders if the customer allows backorders and the items are
backorderable. Otherwise when the shipment is posted, the order status is changed from "On
Order" to "Completed"., etc.

Print Statements

Check this option if the customer receives customer statements. When printing statements (AR
Reports), unless the specific customer is selected, only customers with "Print Stmt" checked are
included.

Send E-Mails

If the customer can be emailed quotes, orders, inwoices, etc. check this option to enable email
when using the "Mass Email" option. If this is not checked, you can still email the customer but
they will not be included in the Mass Email option.

Credit Management

Credit Limit

The optional credit limit for the customer can be entered here. The open credit for the customer is
calculated by adding the total value of unpaid inwices, un-posted inwices, remaining value of open
sales orders and then subtracting the open unapplied deposit amounts. If the credit limit field is
left blank, then there is no credit limit for the customer.
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Credit Limit

- Open Invoices £23,977.07
- Unposted Invoices (5603.94)
- Uninvoiced 50s £1,554.50
+ Cpen deposits £100.00
= Available Credit (524,927.63)

Block Sales Order Entry
This option (if checked) prevents the entry of new sales orders when the customer is over their
credit limit.

Block Shipment
This option (if checked) prevents the entry of new shipments when the customer is over their credit
limit.

Credit Hold
A customer can be placed on credit hold which prevents new orders, shipments and inwices from
being entered regardless of their available credit.

Past Due Warning

The past due warning will look unpaid invoices past the Due Date and if the total amount of past
due inwvoices is more than the past due limit it will give a warning and list those past due inwices
when entering new quotes, orders, shipments or invoices.

Past Due Limit
Used for the Past Due Warning, this is the total amount on past due inwices that will trigger the
past due warning when entering quotes, orders, shipments and inwoices.

Terms

Discount %

Discount % offered for prompt payment. This prints on the inwices as part of the terms and is
used to calculate the discount amount offered. This is used when entering payments, where a pop-
up menu has various options to automatically enter the payment and discount info. Alternatively
you can key the actual discount taken if different.

Example: 2 2% 10 Net 30

Discount days

Number of days from inwoice date during which time discount is allowed. This prints on the inwices
as part of the terms. This is used when entering payments, where a pop-up menu has various
options to automatically enter the payment and discount info.

Example: 10 2% 10 Net 30 If invoice date is 5th May, then discount is allowed until 15th May.

Net days

This prints on the inwices as part of the terms. If no discount, net, or C.O.D. info is entered, the
terms shows as "Payable on receipt".

Example: 30 Net 30 days or 2% 10 Net 30

C.0.D.
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Cash on Delivery. If checked, this prints on the inwices as the terms.

Terms Description
If a description is entered, this prints on the orders and inwices as the terms. If nothing is entered
into the description, the system generated terms display based on the terms settings.

Price List

Select the price list to be used for default prices for this customer, if desired, or press Delete to remowve
a previous selection. If you need to add a price list to the drop down list, click the adjacent button.
Example: Main, Preferred Customer, Government, Distributor, etc. Even a custom price list for this one
customer. On new customers this defaults to the default price list on Your Company.

9.2.6.3 Pricing/Discounts

(Sales - Customers - Pricing/Discounts)

The Customer - Pricing/Discounts screen lists the customers default price list and discount code along
with contract pricing rules. Each customer must be assigned a default price list for base pricing on
products.

Better Foods Corp.

Customer no.: |1001 Customer Type: | Customer w Edit Customer Types Created: l:l Entered By:
MName: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin
Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts MNotes Inwoices Payments Documents Custom Print Options Emails  Iem History
Pricing/Discounts.
Price List: | Main « |[E] edtt Price Lists _c“'"tmd Prfc'”g: ) (Double-Click to edit)
[ mew | T et | 36 petete]
Discount Code: ~ Edit Discount Codes
Item Mo Item Description Price A
1001 Creamy Caesar - case 24 x 250 ml 121.00
1003 ltalian Herb - case 12 x 500 ml 88.00
1011 Apricot Jam - case 24 X 250 ml 79.00
v
Credit Status oK Cancel
Price List

This is a required field for each customer. The default price list will be used on all orders for the
customer before any discounts or contract pricing rules are applied.

Discount Code
The optional discount code allows you to apply a discount to the prices in the customers price list. Any
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contract pricing rules would be used instead of the prices on the price list or discount code.

Contract Pricing

Pricing for specific items unique to the customer can be set up under the Contract Pricing section.
Contract Prices are exceptions to Price List prices and Discounts. These are special prices given to
specific customers for an item. Contract pricing also includes the option to enter quantity based price
breaks.

Sales Order Pricing Hierarchy
During sales order line item entry, pricing is determined by the following hierarchy:

1. First, the program looks for a Contract Price. If one is found, it will be used. A Discount will not
be applied.

2. If a Contract Price is not found, the program then looks for a Price List price. If one is found,
the Price List rule is applied to establish a List Price.

3. Finally a discount is applied to the Price List price if a Discount Code is assigned to the
customer and the item can be discounted. Each Price List does have the option to "Disallow Discounts"
for an item which will prevent the customer discount from being applied to that item on the price list.

¢ Click New to add a new contract pricing rule.

¢ Double click the line or select a line and click Edit to change an existing contract price.

e Select a line and click Delete to delete an existing contract price. Deleting a contract price will NOT
change pricing on any existing sales orders or quotes.

© 2022 Pilot ERP Software



Sales

Contract Price: Better Foods Corp. - Creamy Caesar - case 24 x 25...

ftem: 1001 v
Description: | Creamy Casesar - case 24 x 250 ml v
Customer: Better Foods Corp. W
Unit Price: 121.00
Price Breaks:
Qty Percentage UnitPrice
10 108.90
50 05.80
100 80,75
500 T2.60
W
OK Cancel

9.2.6.4 Commission

(Sales - Customers - Commission)

225

The Customer Commissions screen allows you to view, set up and maintain contract commissions on
specific items for the customer.
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..\Z‘I

Customer no.: [1001 Customer Type: | Customer w Ed'rtCustumerTypes Createﬂ:l:l Entered By:

Name: |Beﬂer Foods Corp. | |:| Suspended Last Edit:  Admin

Address ShipTo BillTo Terms/Sales Pricing/Discounts Commission  Contacts MNotes Invoices Payments Documents Custom Print Options Emails  tem History

Contract Commission: (Double-Click to edit)

[0 New l ] it [x Dalat.a]

Salesperson Item Mo Item Description Commission Amount [a]
Bob Jones 1001 Creamy Caeszar - caze 24 x 250 ml 10.0
John McTavish 1009 Peach Jam - case 24 x 250 ml 4.0

Contract Commission: Better Foods Corp. - John McTavish - Peach Jam - case 24 x 250 ml

frem: 1008 -
Description: Peach Jam - case 24 x 250 ml w

|:| Apply to All Customers.

Customer: Better Foods Corp. w

Salesperson: | John McTavish i s
Credit Status 0K LCancel
|:| Use Salesperson on All Sales Orders/AR Invoices E

oK Cancel

¢ To create and enter a new commission, click the New button.
e To edit an existing contract commission, select it in the commissions grid and click Edit.
e To delete an existing contract commission, select it in the commissions grid and click Delete.

Item and Description
The ltem Number and Description of the item for the contract commission.

Apply to All Customers
If this option is checked, then the commission rule will apply to all customers for that selected item.

Customer
The customer selected for the contract commission on the item. If the Apply to all customers option is
checked, the commission will be applied to all customers and the customer field becomes inactive.

Salesperson
The Salesperson for the contract commission rule.

Use Salesperson on All Sales Orders/AR Invoices
This setting adds the salesperson to all sales orders/ar inwices for that customer and item in the
contract commission.

Commission %
The commission percentage for the contract commission rule.

9.2.6.5 Contacts

Contacts Back to Top Previous Next
Customers
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Enter the Customers contacts here. You may enter as many contacts for each customer as
necessary and assign the default contact for the customer through the main Address tab.

Better Foods Corp.

Customer no.: 1001 Customer Type: | Customer - Edit Customer Types Created: l:l Entered By:
Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin
Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts  Notes Invoices Payments Documents Custom  Print Options Emails  Htem History
0 Hew | Delt=| Sales QuotesiOrders Shipments Invoices
Primary Contact: Chad Martin - Chad Martin - Derek Johnston -
Alternate Contact: - April Smith - Chad Martin -
Last Mame First Name 5Q/50 Shipment Invoice Job Title Phone -
Johnston Derek O O Accounts Payable 5555344748
Martin Chad Purchasing 555-208-3938
Smith April O [0  shipping/Recsiving 555-865-8459
v
Credit Status 0K LCancel
Contacts

Use the New, Edit, and Delete buttons to add, modify, and delete contacts for this customer. Right-
click on a contact to make a phone call or send e-mail.

Primary and Alternate Contacts

You can define primary and alternate contacts for Sales Quotes and Orders, Shipments and AR
Inwices. The contacts assigned as the Primary or Alternate will copy to the Quote/Order, Shipment or
Inwice as the Primary/Alternate when they are created.

Contact Options

You can define additional contacts for Sales Quotes and Orders, Shipments and Inwices within the
contact detail "Options" tab as shown below.

Derek Johnston at Better Foods Corp.

General Address Additional Motes Options

|:| Sales Quote/Order
|:| Shipments
Invoices

oK Cancel
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When these options are checked, the contact will be included as a contact in the associated
document type for the customer. If this option is checked for a contact it would copy the contact to
the Contacts tab on the Quote/Order, Shipment or Invoice and these contacts would be included in the
email of the document.

The Contacts detail screen also has the optional fields for Address, Nickname and an unlimited Notes
field for additional information and contact history.

9.2.6.6 Notes

Notes Top Previous Next

Enter any notes you wish to record for the customer here. The notes field is for internal reference only.
These can be used for customer contact notes, internal notes about orders or any other customer
information. Right-click to toggle Word Wrap.

Better Foods Corp.

Customer no.: {1001 Customer Type: | Customer ~ Edit Customer Types Created:l:l Entered By:
Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin

Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts MNOt€S  Invoices Payments Documents Custom  Print Options Emails  tem History

7/21/2021 - Spoke with John, they are expecting shipment for order 310051 on 810421,
5M8/2021 - Customer reguested an update on order #300083. We are waiting on a part for the work order, customer informed that new expected ship date is 5/23/21.

172002021 - Customer requested quote for new order of dressing. Quote #300083|

Credit Status 0K LCancel

9.2.6.7 Invoices

Invoices Back to
Customers

Top Previous Next

The Inwices tab displays ALL inwices generated for the selected customer, the original amount and
the amount remaining to be paid by the customer. The screen also displays the sales order, customer
PO Number, inwice date and description of the inwice. This allows sales representatives to easily
look up inwoices while speaking with a customer and be able to drill down to discuss details of a
particular order. Double click on the inwice to open and review each inwice.
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Better Foods Corp.

Customer no.: 1001 Customer Type: | Customer Edit Customer Types Created: l:l Entered By:
Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin

Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts MNotes Invoices  Payments Documents Custom  Print Options Emails  Htem History

Date Invoice No,  Sales Order PO Number Description Amount Owing Printec Posted »

20 Nov 20 10284 10059 £0,310.96 $9,31096 [ |

10 Nov20 10283 10058 522230 22230 [ [0

150ct20 10278 2124145 5124148 [

155ep20 10276 10043 5124146 5124146 [

13 Aug20 10275 52223 s2223 [

13 Aug20 10286 10017 50.00 s000 1 O

05 Aug20 10273 10033 §7.98 s788 [

05 Aug 20 10273CR (57.98) (s7.98) [

05 Aug20 10285 10033 50.00 s000 1 O

04Jun20 10270CR PO123 (5849.30) (s84930) [ [

25 Mar20 10270 10016 PO123 5849.30 5849.30 I:‘

02Mar20 10268 10013 56.84 s684 [ v
Credit Status 0K LCancel

9.2.6.8 Payments

Payments Back to
Customers

Top Previous Next

The customer Payments tab will display each check or payment received from the customer, the date
of the payment, the inwice number and amount. You can also drill down to the details of the payment
by double clicking.

There is also an option to export the customers payments to an Excel spreadsheet through this
screen.

Better Foods Corp.

Customer no. Customer Type: | Customer ~ Edit Customer Types Created: l:l Entered By:
MName: |Better Foods Corp. | [ suspended Last Edit:  Admin
Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts MNotes Invoices Payments Documents Custom  Print Options Emails  tem History
Export
Check/Deposit Mo, Date Invoice /S0 Mo, Amount Reconciled Posted -
54292 52012021 10276 51,241.46 O
53535 482021 10257 $10,182.18 |
cc 322021 10251 $1,112.64 O
52374 211712021 10264 $23.06 |
52003 11/18/2020 10268 $6.84 O
APPLY DEPOSIT 211312020 10251 |
w
Credit Status oK Cancel
9.2.6.9 Documents
Documents Top Previous Next

Attach documents, images and any other file that pertains to the Customer. There is a "Print
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Document" option available if you want the document or image to automatically print with an
associated Sales Order.

This also allows your customer senvice reps to organize documents related to customers directly
through pilot and allow them to quickly find and view this information.

=] Better Foods Corp — O X
Customer no.: [1001 Customer Type: | Customer i Edit Customer Types Created: l:l Entered By:
| Name: |Beﬂer Foods Corp. | [] suspended Last Edit:  Admin

Address  ShipTo Bil To Terms/Sales Pricing/Discounts  Commission Contacts  Notes  Invoices Payments Documents Custom Print Options  Emails  tem History

| @ new | ] e | 3 Detere

| Description Filename Print Document
| |Invoice 41937 ChUsers\WC\Documentsiinvoice 41937 .PDF

Customer Documents

File Name: | C:\Users\MC\Documents\invoice 41937.PDF|

Desecription: | Invoice 41837 |

Frint Document

oK LCancel

Credit Status oK Cancel

9.2.6.10 Custom

Custom Top Previous Next

Up to 8 custom fields can be added to each customer. The label for each of these fields can be
modified and each field can be either a date, text or dropdown list. These fields can be activated and
configured in the System Setup > Your Company > Customers tab.

Better Foods Corp.

Customer no.: | 1001 Customer Type: | Customer ~ Ed'rt Customer Types Created:l:l Entered By:

Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin

Address  ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts Notes  Invoices Payments Documents Custom  Pprint Options Emails  ttem History

Additional Fields

Cusotmer Status Normal w
Type Prospect

Credit Approval No ~
Signature Required? |No

Active? Yes

Contact Date 09 Feb 2021

Original Contact John Smith]

Credit Status oK Cancel

9.2.6.11 Print Options

Print Options Top Previous Next
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The Print Options screen allows you to assign custom forms to be printed for the selected customer.
If the print option shows "Default" then it uses the default print form for that document.

Better Foods Corp.

Customer no.: | 1001 Customer Type: | Customer ~ Ed'rt Customer Types Created.l:l Entered By:

Name: |Beﬂer Foods Corp. | [ suspended Last Edit:  Admin

Address  ShipTo Bil To Terms/Sales Pricing/Discounts Commission Contacts  Motes  Inwoices Payments Documents Custom Print Options  Emails  tem History

Print Options.

Sales Quote:  [Defaut |
Sales Order: |0rderRepnrtCu5tun" |
Pick List: [Defaut |
Bil of Lading: |Defaun |
AR Invoice: [Defaut |

Credit Status oK Cancel

9.2.6.12 Emails

Emails Top Previous Next

Any email sent to the customer from Pilot will be recorded in this screen.
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Better Foods Corp.

Customer no.

Customer Type: | Customer ™ Edit Customer Types Created:l:l Entered By:

Name: [Better Foods Corp | [ suspencea LastEdt:  Admin

Address ShipTo BilTo Terms/Sales Pricing/Discounts Commission Contacts Notes  Inveices Payments Documents Custom  Print Options Emails  jtem History

Date Sent Source Sender Recipients Subject -
04/08/2021 14:32 Sales Order Admin mjones@bfc.com 10059

< »

Dear Better Foods Corp., Filename ~
10059.pdf

Invoice 41937.PDF

Thank you, Drawing-28383.pdf

Please find Sales Order 10059 attached. ..

Admin
Filot ERP Software
3727 Cerulean Way

Round Rock, TX 78681
Phone: 512-535-4201 | Fax:
admin@piloterp.com
#image#

Credit Status OK Cancel

9.2.6.13 Item History

The Customer ltem History screen shows all items purchased by customers on Sales Orders.

Customer no.: Customer Type: | Customer ~ Edit Customer Types Created: l:l Entered By:
Name: |Better Foods Corp. ‘ [ suspended LastEdit:  Admin
Address ShipTo Bil To Terms/Sales Pricing/Discounts Commission Contacts Motes Invoices Payments Documents Custom  Print Options Emais  tem History
Order Date  Item Mo Item Description Unit Price Qty Ordered ~
22 Sep 2020 1004 French Vinaigrette - case 24 x 250 ml 21.82 10
08 Now 2020 1001 Creamy Caesar - case 24 x 250 ml 121.00 1
05 Nowv 2020 1005 Strawberry Jam - case 24 x 250 ml 1217 2
10 Now 2020 1002 Creamy Caesar - case 12 x 500 ml 19.50 10
20 Nov 2020 1001 Creamy Cassar - case 24 x 250 ml 80.75 100
15 Dec 2020 1001 Creamy Caesar - case 24 x 250 ml 121.00
15 Dec 2020 1014 Salt (Ka) 2.00 100
15 Dec 2020 1014 Salt (Kg) 2.00 100
15 Dec 2020 1015 Pepper (Kg) 3.00 100
15 Dec 2020 1015 Penner (Kol 300 1 ¥
Credit Status 0K Cancel

9.2.7 Customer Pricing

Customer Pricing Top Previous Next
Sales | Customer Pricing

The Prices screen displays items with prices for the selected price list. (To add a new price list click
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the 3-dots button).

I8 Pilot ERP - Pilot ERP Software

File Setup View [Daia Collection WebLinks  Windows Help
J = =2 5
B y . TR . § §
ﬁ Home % System sewp | B inventory [ €8 Sdes |58 Service m i g g E Reports 9 Accounting Transfr
Customer Pricing [ wew | Do | 3¢ peite ] | [ Bty Cony [ MB tncresse | | (15| | (55 Refresh] @ e | | [ 73 sapont -] | Price List: yyain -
0 MMew Price List Item Mo,  Description Unit Price Disallow Discount  Average Cost Standard Cost ~
7] Edit Price List Name 1001 Creamy Caesar - case 24 x 250 m| 20,22 L 61,17 $2.26!
¥ Delete Current Price List 1002 Creamy Caesar - case 12 x 500 ml 19.50 O £561.03 £7.00
[ + Price List 1003 Itslian Herb - case 12 x 500 ml 25,72 O £21.43
“15 Copy Current Price Lis 1004 French Vinaigrette - case 24 x 250 ml 2192 O $18.27
1005 Strawberry Jam - caze 24 x 250 ml 12.17 O &0.00 £10.14
Print 1007 Strawberry Jam - case 12 x 500 ml 12,00 O £9.27
1009 Peach Jam - case 24 x 250 ml 12.25 O £10.21
&l price et 1010 Peach Jam - case 12 x 500 ml 11.29 O 9,41
1011 Apricat Jam - case 24 x 250 ml 12,70 |:| $0.00 $10.58
1013 Razpberry Jam - caze 12 x 500 ml 10.72 O £3.93
= 1014 Salt (Ka) ] $0.90 $1,000,000.00
ﬁ Sales Home 1015 Pepper (Kg) O §2.25 $2.25
1016 Sugar (Kg) O £0.93 €0.93
% Internet Orders 017 Water (1) O £0.15 £0.15
= 1018 Olive il $2.59 £2.59
:D Quotes L D
1019 Balsamic Vinegar (L) O §2.85 £2.85
Orders 1020 Red Wine Vinegar {L) O §2.14 $2.14
1021 Worcestershire Sauce (L) O £3.67 £3.67
Shipments 1022 Anchavy Paste (L) (| $8.33 $3.33
— 1023 Dijon Mustard (L) O $6.45 $6.45
AfR Invoices 1024 Mon-Fat Plain Yogurt (L) (] $0.90 $0.90
o8 1025 Egg Yolk (L) (] $2.36 $2.36
s Customers 1026 Mon-Fat Grated Parmesan Cheese (Kg) O 4,70 £4.70
E_‘ﬁ - ) 1027 Minced Garlic (Kg) O §1.15 $1.15
= 1023 Dried Basil (Ka) 1 £4,45 $4.45 hd
Pilot ERP 1.8.3.564 Toz Pilot ERP User: Admin

When entering a sales order or AR inwice the default price for each item depends on the price list
specified for the customer. Example: Main, Preferred Customer, Government, Distributor, etc. Even a
custom price list for this one customer. On new customers this defaults to the default price list on
Your Company.

You can enter quantity price breaks for each item in the customer pricing detail screen. This allows
you to enter multiple quantity's and prices for each quantity. If the customer orders over that quantity
of the item on a sales order or inwice, it will use the associated pricing.
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Price: Creamy Caesar - case 24 x ...

[kem: ||:rE-3I'I'|_',' Caegar - caze 24 = 260 ml |

Price List: | hain |

it Price:

[m] Dizallow Discount

Price Breaks:
Qty Percentage UnitPrice
100 13.00
a00 18.00
1000 16.00

ok Cancel

To add, edit, or delete a price: double-click the item. Or select the item and press Enter.
To delete a price list and all prices for that price list: click the 3-dots button beside the price list
selection combobox to display the price lists screen.

You can select an item with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the item no. or select the item description from the drop down list. Tip:
You can enter the 1st letters of the item description then press the down arrow.

The menu has options to

« copy all or selected prices from one price list to another and/or apply an increase/decrease
percentage

« sort the list by item no. or description

« display the item

- refresh the data displayed to show changes entered by other users, etc.

«  print the list

Unit Price

The default selling price for this item or labor rate if the item is a senice. You can override this when
entering sales orders or invoices.

Note: If selling to a foreign customer in a different currency, the default price is automatically converted
to the customer’s currency.

Disallow Discount
This option will prevent the customer discount % from calculating in the quote, order or inwice for the
item/price list.

Price Breaks
The price breaks section allows you to enter multiple quantity price breaks along with the unit price for
each quantity tier.
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Qty
The quantity for the price break. When a quantity is ordered equal to or greater than this quantity
up to the next highest break Qty, this quantity break price overrides the item’s Base Price.

Percentage (future feature)

If you always want the quantity break price to be a fixed multiplier of the base Unit Price, enter the
percentage in this field. For example, if you want the quantity break price to be 10% lower than
Base Price, enter '90.00°’. The advantage to this method is that whenever you change the Base
Price, the quantity break prices automatically change as well.

Price
The unit price to use for that quantity price break.

9.28 Warranty

(Sales - Warranty)

The Warranty screen enables you to set up and assign a warranty to a specific item sold to a customer.
You can link this warranty to the customer and the AR Inwice and set the warranty start and end dates.

The warranty claims allow you to create claims, track returns and replacements as well as generate
senvice jobs for repairs.

Any item what will be assigned a warranty must have the "Warranty" option checked on the General tab
of the item card.
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File Setup View O

Web Links

Windows Help

# Home % System Setup

@ Sarvice
i

=]

ing Hepens 230 Accounting Transfer

Warranty [ @ new | Jran |5 paete||[ 52 b | | [ etiosh| @) otp | [ ) Warsaey Clsims || [ 5 bspon
Q New ‘Warranty £ Warranty No Status Serial Mo AR Invoice No Date Sold Warranty Terms
Warranty Claims E Click here to define a filter
|| 1005 1431243214 10252
1006 5645223465423
Print b:1007 435534

E ‘Warranty List

* Sales Home
% Internet Orders
EID Quotes

Orders

Shipments

AR Invoices

L
a‘ Customers

P Customer Pricing

=
E_) Warranty

% ERP-Order Import

Reports
Type:
Report:
Go

£

Pilot ERP 1.8.2.336  Registered To: Pilot ERP Software  User: Admin

Warranty Screen
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Wananty Na: 1003 Item Ne: | 1009 || MNates:
Serial Mo | 32434324243 Desciiption: | Peach Jam - case 24 « 250 ml
Quantiy: 1 Miles at Install |
“ear warranty Temms:
Make: ‘wamanty Exp: [8/411/2022 w
Modet Date Sold: | 8/11/2020 ~
Special Equip.: || 4R Invoice No ~ Status: | Submitted
Account Detals  End User Details  Installer Details - Replacement Details  Documents
Mame: ‘Eeltel Foads Corp, |
Address: ‘899 Frazer Way |
Zip: [12345
Country: |
Phone: | 555-4545
Contact; ‘MarkJunEs
E-tail: ‘mmnes@bfc cam
‘Warranty Claims:
[ new | s | oeese| 7 espon -
£ Claim Mo Serial Mo Date Claimed Date Approved Date Replaced Replacement Serial Mo Miles Mow  RGA Number
= Click here to define a filker
<Moo data to digplays
<
0K Cancel

Warranty Claim
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= Warranty Claim:

Claim Me: | 2002 Claim Date: |02 Mar 2021 |« Create Service Job
Serial No: | 32434324243 Appr/Dech: |Appioved ~ Fint

Feplacement SM: Credit Type: | Mo Charge ~
E-Mail
RGA Mumber; | 383343 Statuz: | Approved ~ @

RGA Date: ~ warr. Admin:
Current Milage: Wi Completed Date: |03 Mow 2020 |

Custorner: 10071 |Better Foods Corp.
Complaint; | Braken part Action Taken: |Replaced Part
Complaint 2: Action Taken 2

Check Feq Sent: w Amount Requested: Labar: Other: I:I
Check No: Authorized: Parts & Fluids Goodwill Amaount: l:l

Additional Fields

Mates: |Part was delivered broken; replaced the part|

Days until Close: 119| Def Rept Credit: —| Have BOL: Sales Rep: | Bob Jones v
Service Job: Service Date: Date Approved: Fiep Notified: w
Linit: Unit D ate: ~ PO to Purchaching: Approved By
Preferred Branch: Last Update time: Last Update Date: |02 bar 2021 Last Update Uzer: |Admin

Ok LCancel

Warranty option on Items
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m Peach Jam - case 24 x 250 ml

tem no.: |1UUE"

| tem Type: Jam

Description: | Peach Jam - case 24 x 250 ml

| Additional Info:

General Stock Status  Pricing/Discounts  Commizsion
Inv. Costing and Control

Qty On Hand:

Standard Cost: 10.21
Wat Awvg Cost:

Last Cost:

s,

Receipt Loc:| Qur Warehouse

Uzage/Shipping Loc:

tem Group:

tem Master Group:

Bin:
Cycle Code:
|:| Purchased Manufactured Sold
9.3 Sales Reports
9.3.1 Sales Orders Reports

Sales Orders Reports

Reports

Order Status

Value (Qty x Cost

Il E

Bill Of Materialz Routing Co-Products GLAccounts  Vendor
Other Settings

Revision:

|

298132 Drawing No.:
Unit Weight: 8.78
" Backorderable

|i| Exempt from Commis=ion

Warranty

=

Linked File: |
(Double-Click to Open File Link}

|i| Hazardous Material

[ Material

Top Previous Next

This report shows the status of sales orders, date ordered, requested ship date, whether shipped yet,
and inwice number(s). The shipped date, warehouse, and invoice number print for each shipment. The
report may be filtered to show only orders for a selected status (quote, on order, completed,

cancelled), customer or item.

Order Detail

This report shows sales orders with items, quantity ordered, received, and quantity on back-order. The
report may be filtered to show only orders for a selected status (quote, on order, completed,

cancelled), customer or item.

Backorders by Iltem
This report shows customer back-orders sorted

by item. These are orders that were short-shipped (on

posted shipments), the customer allows backorders (“Allow Backorders” checked on the customer

Sales tab), and the items are backorderable.
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For each item, the report shows the current quantity on hand and all the outstanding backorders:
quantity on backorder, order no., customer, and requested ship date, sorted by requested ship date.
Total quantity on backorder is printed if there are multiple backorders.

This report facilitates the shipping of newly arrived stock to customer backorders, which should
probably be treated as a higher priority than other orders. The report may be filtered to show only
backorders for a selected customer, item type, or item. Tip: You can reprint a picking slip and it will
show the backorder quantities on order.

Quantity Available (MRP)

This report shows current inventory lewvels and extrapolates into the future as the inventory is depleted
by sales orders, increased by purchase orders, manufactured goods increased by manufacturing
orders, and materials (raw materials, packaging materials, and intermediate items) depleted by usage
for manufacturing orders. The report highlights if the current inventory level or future inventory level will
fall below the Minimum Quantity specified for each item.

It is used for MRP (Material Requirement Planning) for materials required for production, for scheduling
manufacturing (together with the resource scheduling reports), shipping of sales orders, and
purchasing. The report may be filtered to show only data for a selected item type or item, or only items
below minimum.

Backorder Summary
This report shows the backorders grouped by customer and summarized by item.

Shipping Performance by Order Date
Shows historical shipping performance by customer and item for a selected date range.

Shipping Performance by Shipment Date
Shows historical shipping performance by customer and item for a selected date range.

Shipping Schedule
Shows the scheduled shipment from open sales order by Customer and ltem with scheduled shipment
date

Shipments by Customer/ltem
Shipments grouped by customer then summarized by item for the selected period.

Shipping Backlog Report
Show overdue and upcoming Shipment details by Required Date

Completed Order Analysis
Shows Completed Order Analysis by Date Range

Quote to Order Conversion
Shows Quotes converted to Orders

Open Quotes
Shows Open Quote Details

Order Details by Customer/SO
This report shows sales orders with items, quantity ordered, received, SHipped, and quantity on back-
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order by Customer/SO.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
Sales Orders

Shipments

Carriers

Other

An ODBC driver is available (free upon request for end-user versions of Pilot) for creation of custom
reports via MS Access or Crystal Reports, mail merge with MS Word, and to import Pilot data to MS
Excel, etc. There is also a free utility for importing and exporting data.

9.3.2 Sales Analysis Reports

Sales Analysis Reports Top Previous Next

Reports

The sales reports show data from AR Inwoices sorted, filtered, grouped, and summarized in various
ways.

Foreign currency amounts are converted to domestic currency based on the exchange rate when the
inwice was posted. This is the same rate used when invoice data is posted to the GL revenue account
(s). Revenue/expense associated with fluctuations in exchange rates is tracked separately in the GL
foreign exchange gain/loss accounts.

Most reports can be filtered by specifying selection criteria such as sales rep, customer, item type,
and item, to provide additional levels of reporting.

Sales Invoice Register

This report shows AR inwoices for the selected period, sorted by inwice number. The report prints one
line per invoice showing invoice number, date, customer, subtotal (total before taxes), subtotal
converted to domestic currency, taxes, and inwice total amount. The report prints totals for the period
for subtotal (in domestic currency) and for each tax.

Sales by Type
This report shows sales summarized by item type for the selected period.

Sales by Type /ltem
This report shows sales grouped by item type then summarized by item for the selected period.

Sales by Type /Iltem /Customer
This report shows sales grouped by item type then item then summarized by customer for the
selected period.

Sales by Customer
This report shows sales summarized by customer for the selected period.
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Sales by Customer /Type /ltem
This report shows sales grouped by customer then item type then summarized by item for the
selected period.

Sales by salesrep
This report shows sales summarized by sales rep for the selected period.

Sales by Customer Type
This report shows sales summarized by customer type for the selected period.

Sales by Customer Type /Customer
This report shows sales grouped by customer type then summarized by customer for the selected
period.

Sales by Sales Order Type
Sales summarized by sales order type for the selected period.

Profit by Invoice
Profit by Invoice for the selected period. Detailed by Item Number or Summarized by Inwice.

Customers by Sales Representative
Listing of Customers grouped by Sales Representative 1 and Rep. 2.

Representative Assigned Customers
Listing of Representative Assigned Customers showing Rep. 1.

Sales by Representative
Sales Inwices by Sales Representative for selected date range or period.

Invoice Profit Analysis
Invoice Profit Analysis showing sales amount, cost and profit margin.

Customer Profitability
Shows Customer Profitability by ltem Number comparing Standard and Actual costs.

Sales by State Using Ship To Address
Shows sales inwice amounts grouped by Ship to State.

Monthly Sales Analysis
Monthly item sales analysis by quantity and amount of sale.

Daily Sales Report
Compares total daily sales amount and monthly sales amount.

Lists
The Sales History list screen has an option to print (with totals), and can be filtered by customer, item
type, item, fiscal year, period, and inwice no.

Other
An ODBC driver is available for creation of custom reports via MS Access or Crystal Reports, mail
merge with MS Word, and to import Pilot data to MS Excel, etc.
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10

10.1

Service

Schedule

The senice schedule screen shows the scheduled senice jobs generated from the set senice schedule
in the assets. Assets can be assigned a scheduled senice date by frequency of Days, Months or
Years along with scheduled service months where the senice is always scheduled in a specific month.

User the Month or Date filter in the Senice Schedule screen to select the senice dates, then user the
Refresh button to display the required senice jobs based on the asset senice schedule.

File Setup View Web Links Windows Help
ﬁ‘HmE %Syst&m&lup ‘?D Inventory F;&E g‘%.

Aoccounting  § Reports ) Acoounting Transfer

Schedule

| EY cromw cuote |['g cremte miuotes | g crmateson | | create Audons || S prime ~| || seiectAu | seiact None | | ({3 Raresn| g beip |

£ Mew Service Quate

A tho.
% New Service Order SR

January
February

March
Print

Start Date{ 3/ 12021 [~ [ndDatel 4 12021 [ |

3 schedule List

5
A service Home
4 schecue

Asset Service Schedule

Select AgreementMNo Customer Name

NextService  Frequency Frequency No
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(=] 200000 O X

Agreement no.: | 2000001 W/ Active Agreement

Description: |Asset

General Asset Service Schedule  gill of Materials Routing Special Instructions Documents Service Jobs
Service Frequency: Years -
Last Service: 01 Apr2020 |,,,
Next Service: 01 Apr2021 |,,,

Service Months
January
February
March

Vi
May

June

July
August
September
October
November

December

oK Cancel

10.2 Service Quotes

Senvice Quotations can be entered and printed or emailed to customers through the Senice Quote
screen. These senice quotes are not scheduled as jobs and can be modified, saved or deleted without
affecting material availability or scheduled labor. If a senice quote is approved it can be conwerted to a
senvice job with the "Convert to Job" button.
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File Setup View Dotz Collection Weblinks Windows Help

* Home % System Satup ?‘?_ Inventory l‘ Sales Ed Manufacturing Purchasing Accounting . Reports = Accounting Transfer
Service Quotes [ ) tiews Ix Dde'e]l El copy [ Ema-l & Comertto Job ]”@ Pant -]HG Refmshl @ Fb ]
) starttiew Quote
E Copy Selected Quote ; Quote No. Description: ‘Cuslomer No. Name:
¥ Delets Selected Quote Date Quote Mo.  Customer No. Name Description Salesperson
(@ Email Quote to Customer =
[ —
5 Comvert Quate to Order =2 Service Quote 10002 O hd
Print Order no.: 10002 OrderDate: [01Mar21 | .| con

I sales Quote List
124 selected Quote

Customer: 1001 | Better Foods Corp. ~ | [E] new Locaton:  same \ | et
899 Fraser Way, Richmond, ZZ, 12345 Edit

[ Preview Selected Quote Primary Contact | Betier Foods Contact | Alternate Contact -

betterfoods@gmail.com

Description: AC Service Salesperson:
Agresment Nn-:| Service lotes: Scheduled AIC servics. Annual service
q
ﬁ Service Home R lz‘

Requested Service Date: |01 Mar 21 E Agresment Notes
4 schedue
Expected Service Date: |01 Mar 21 E

£ service Quotes
Service Jobs Project Number:

Freight: Prepaid & Charges + | Freight Amount
Parts & Labor

tems  Routing Documents
Service Invoices

@ v (@ poun

/{} Assets ILme | Quantity ||tem IDescrimwnn | Unit Price Amount Lot Price |Red
" *| 1 Purchased tem Purchased tem 0.00 01N

T —

PO Number: Special Instructions:

]
a‘ Customers

<

Reports Notes for item Purchased ftem +/ Print this items notes on orderiquote Do not Print this Line

Currency: Domestic Currenc Total 7DDI]
Tax Group:
.
10.3 Service Jobs

Seniice Jobs are scheduled customer jobs or maintenance. Jobs do affect material availability and are
scheduled on labor reports. Each senice job can have materials and labor entered before being issued

through the parts and labor screen. Senvice inwices can be created directly from the senvice job screen
if needed.
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File Setup View Data Collection

.

* Home % System Setup

[‘?’. Inventary l‘ Sales

Web Links Windows Help

E Manufacturing

10.4

Accounting Reports 330 Accounting Transfer
Service Jobs aumlxnum]\ ey comy @Ema-[ L G inesics ]| EMIN—M]‘[@M-]‘[GFW{& @ =0 ||[  viewOpen
€3 Start New Job
Efzy copy selected Job (e Descriptian: J orty (Gt ame.
¥ Delete Selected Job Date JobMNo.  Status Priority  Customer No. Name Desaiption Assigned To
@ Email Customer 03War20 10001 Open 1001 Better Foods Corp. Service Job
Print
4 service JabList 1= service Job 1000 S o x
1) selected Service Job
Jobro: | 10001 Job Date: |03 Mar 20 |Z| Type:| = | status: | Open | proriy: | = | 171 Pksip Printeg Buy-for-Job
[ Preview Selected Job
18 Selected Picking Sip Customer: | 1001 ‘Better Foods Corp. - | Mew Location: Same ‘ - | 5] Edit
D‘B Preview Selected Picking Slip 899 Fraser Way, Richmond, ZZ, 12345 Edit
B Selected Traveler Primary Contact | Afternate Contact -
[ Preview Selected Traveler
Description: | Service Job Salesperson
q
H Schedule Asset Name: lz‘
5 Requested Service Date: |03 Mar 20 E‘ Agreement Notes:
=] Servi tes
SIS s Expected Service Date: |03 Mar 20 |I|
. Service Jobs. PO Number: Special Instructions
sy Project Number: Parts Filled
- Warranty No: New Freight: | Prepaid & Chargec v | Freight Amount:
Service Invoices ’
Claim Number: l:l Edit Carrier: ‘ - | Assigned To: ‘ - |
,{;} GEEES tems  Routing Documents Order List
.
E;' Agreements @ v |@ poun
Line Oty R Qty Used [item Description Unit Price Amount  |LotPrice  |R
P y— [une | otyrea| otyussel |pescrpt |7
M 10 10/ 1040 Jar 250 ml 0.00 0.00 0.00]0:
Reports
Type:
« >
Report: Notes for item 1040 /| Print this items notes on orderiquote Do not Print this Line
Go
Currency: Domestic Currency Job Totak 0.00
Tax Group: Total Invoiced o000

Parts and Labor

The parts and labor screen provides a way for senvice technicians to issue the materials used and
charge their time to a senice job. This updates the original senice job material quantity used and labor

values. When a senvice inwice is created for a senice job it will include all parts and labor issued to that
senvice job that has not yet been inwiced.
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10.5

|=7] Service Job Parts & Labor 20002

Customer: | Better Foods Corp.

Description: | Service Job

tems  Routing

@ Up @ Down

|Line | oty Req| oty Used jaty Remaining | tem

Job no.: | gl * | Parts & Labor no.: | 20002 Date: |03 War 2020

Description

— [m} >

Reverse POSTED

Location Name

M1 10 10 0/1040

<

Notes for tem 1040 +/ Print this tems notes on order/guote

Jar 250 ml

Do not Print this Line

Our Warehouse

Save and close LCancel

Service Invoices

Senice Inwices can be created from the service job screen or directly in the senice inwice screen if
there is no related job. The senice inwice functions the same as the Sales Order Inwice and allows
you to generate an inwice to your customer for both materials and labor.

If an inwice is generated from a senvice invoice you will have the option to automatically charge out all

materials (parts) and labor on the senice job.
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Service Invoices |°Neﬁ|x nam-| Lmyl@EmaHI@MaiiEmﬂl Deposi |"TJDm|Ecampam‘ | [B] semorizea invoices | ‘%Pﬁm-l [ Refresn Hslu‘ B -| | view: O
e MNew Invoice
E[Z) Copy Selected Invoice Search by Search for o/ Starts with
I Delete Selected Invoice Inveice No. - W Cear D Find
(@ Email Invoice to Customer
] post Invoices £ Date Age Customer Mo.  Mame PO Ma. Job Mo Invoice No.  Amount Owing Deposit Amount *aid Amount sted Deposit Salespe
=l Click here to define a fitter
Print
» 13 Aug 20 200 1001 Better Foods Corp. 10275 §2223 $2223 $0.00 $100.00 House
g Service Invoice List -
= =] Invoice 10275 - [m] x
= Selected Invaice
[ Freven selected Invoice Invoice no Type v|  Dae 134ug20 Feriod. | 8| 2020| Entered By: Admin Fevess | POSTED
Igl All Unprinted Invoices ) . ) .
Oider Mo, Printed E-Mailed Core Recaived Edit
Sold Ship To
q Customer: | 1001 Better Foods Corp v omer Loc: Same -
T —
899 Fraser Wap, Richmaond, ZZ. 12345
Schedul .
E‘ edule Main Contact: ~ | Altemate ~ | General Commission Contacts Addiional  Motes
E Service Quotes Agreement Nao: - FO
Service Jobs Deseriplion: Location: | MRE © Project Number:
z Notes: Temms: Net 30 Manufacturer: <
j Parts & Labor
Tracking No: Sales Categony: -
[ service imeices Use Defauit Exchangs Fiat
Currency/Hate: | Domestic Currenc « 0 58 Lefault Crchangs Hate
45 pses —
= ltems  SalesKit Routing Documents
|
| Agreements I tem [T temstans| | 35 saue History & Pricing
$ Customers I Quarrity |ltem Desciption | o GM % List Price | Discount % | UnitPrice | Amourt  |LotPrice | @iy Back Order | Lot
ﬂ 11002 Creamy Cassar - case 12 x 500 16.25 167 13.50 0.00 13,50 13.50 MF
Reports
Type:
Service - 2 B
seports Fioit Detals Amount
Jobs S P Notes for ftem 1002 Print Notes on Ivaice || Do not Pint this Line | oyl Order o Freight 0.00
r—— Tatal Tawx: 3274
(£ Paym| Total Cost: $16.25 e
H Taxl [GST)1.37  Tax2: 137
2 i
it 8326 b s Fee % 50.00
GP % 269 %
Invaice Amaunt: 2224
Deposit Amount: 0.00
Domestic Currency Paid:
Domestic: Value: $22.23 Owing: 2224
Credit Stat Fapment Card Payment Memorize Irvoice Erint Save and Close Cancel
Pilot ERP 18355 Registered To: PilotERE___ o0 > o 2 2 = 2 =

10.6 Assets

Senvice Assets can be set up through the Service - Assets screen. Assets can represent machines,
tools, customer equipment or any asset that has value or needs to be tracked or maintained. Assets
can be internal and owned by your company or owned by a customer.

The asset can be assigned a number, type, serial number and additional information listed below.
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|=] Cutting Machine 1 = O *

Asset no.: 1000001 | Asset Type: |Machine - Ec'rtal.sselT'_.-'pEs

Description: | Cutting Machine 1

General Documents
Serial no.: 7432309743023780 Make: Briggs and Straton -
Customer: Cool Foods (1867 Ltd. - Model: M33935 160cc -
Acquisition Date: 01 Mar 2010 | | ... “ear: 2010
Acquisition Value: 20000

Dizsposal Date:

Department/Location:

Mema:

oK Cancel

Fields:

Asset No.: The Asset number is a unique number that identifies the specific asset. You can enter your
own number or use the system generated number.

Asseet Type: The Asset Types are required and can be created and maintained by your company, The
type allows you to categorize your assets.

Description: The description field allows you to enter a detailed description for the asset.
Serial Number: If the asset has a unique serial number, it can be entered here.

Customer: [f the asset is at a customers site or owned by another company, you can set up the
company as a customer and select from this drop down list.

Acquisition Date: If the asset is owned by your company, you can enter the date of purchase.

Acquisition Value: If the asset is owned by your company, you can enter the value of the purchase in
this field.

Disposal Date: If the asset has a set or scheduled disposal date, enter it here.
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Department/Locaiton: If the asset is owned by a specific department or located in a separate area or
location you can enter that information in this field.

Make: Make or Manufacturer of the asset.

Model: Model number of the asset.

Year: Year of manufacture for the asset.

Memo: Any additional information or notes about the asset can be entered in the Memo field.
Documents: The Documents tab allows you to link documents like drawings, certifications, inspection

sheets, maintenance notes, etc. related to the asset. These documents can be linked to the senvice
jobs for those assets.

Agreements

Senice Agreements can be set up for regularly occurring maintenance and senice on your company or
customer assets. The senvice agreement allows you to link a customer, start and end dates of the
senice as well as establish a regularly scheduled senice.

You can also specify the materials needed for the senice and labor required for the senice job created
for the agreement.
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] 2000002

Agreement no.:

General

Customer:

Primary Contact:
Alternate Contact:

Start Date:

End Date:

Contract Approval Date;
Salesman:

Total Amount:

Biling Option:

Notes:

2000002

+ Active Agreement

Description: |Machine Service

Asszet Service Schedule Bill of Materials. Routing

Cool Foods (1367 Lid. -

Cool Foods Contact w | Coolfoods@gmail.com

-
01 Oct 2019
30 Apr 2024
01 Sep 2018

-

5100,000.00

-

Special Instructions.

Documents Service Jobs

oK Cancel

10.8 Customers

The Senrvice Customers screen shows all customers whether created under the Sales module or the

Senice module.

For details on the customers screen, see the Customer help.

© 2022 Pilot ERP Software



Manufacturing 253

11 Manufacturing
11.1 Manufacturing Overview
Manufacturing Overview Top Previous Next

The Manufacturing system tracks manufacturing orders, material (component items) and resource
(labor and equipment) requirements, and production costs, prints bills of materials, and passes data to
the inventory system.

Manufacturing orders are entered for finished goods (and intermediate items) to be manufactured. The
materials (component items) and resources (labor and equipment) to be used default to the “product
standard” as defined on the finished goods item. You can then make changes for substitutions or
running on a different machine if one is overbooked, etc. or for manufacturing a custom product.

Bills of Materials may be printed for the plant personnel showing the materials and resources to be
used.

Receipts are entered against the previously entered manufacturing orders. You can enter the actual
materials and resources used if the plant personnel record this data, or alternatively you can let this
data default using data from the order with material and resource usage prorated based on the quantity
produced.

The Quantity Available (MRP) report facilitates scheduling of shipments, purchasing and manufacturing
by showing current inventory levels, sales orders, purchase orders and manufacturing orders.

The Work Center Scheduling report facilitates scheduling labor and equipment by showing the total
hours required for each resource per day based on the outstanding manufacturing orders.

The Material and Resource Usage reports show standard and actual usage and variances for materials
and resources, by order or summarized by item. These facilitate the monitoring of production costs,
tracking quantity variances and substitutions, and setting of accurate product standards.

The Work Center Usage Summary report facilitates setting the standard cost per hour for equipment
by showing the total hours used for each resource for the selected time period.

ltems

Manufacturing Orders

Manufacturing Receipts

Work Centers (labor and equipment)
Manufacturing Reports
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11.2 Manufacturing Menu
11.21 Work Orders

Work Orders

Top Previous Next

Manufacturing | Work Orders

The Work Orders screen displays manufacturing (production) orders in a list showing summary info
including order date, requested receipt date, item, quantity ordered, manufacturing order number, and
order status (Work Sheet, On Hold, Scheduled, On Order, In Process, Completed, Closed or
Cancelled) as well as other information.

File Setup View Web Links Windows Help
4&‘ Home %.Symm Setup Eﬁ Inventory (6 Sales L Service Eﬂ Manufacturing Purchasing Accounting a Reports =) | Accounting Transfer
Work Orders [ @3 new | @) Pian wiork orger | 3¢ Dtz ||| B3 work Comerioad | || prine | || IB Barforwo |[[B Subconweact 70 ||| [ Closewo | [ Re-0penwio | @
€3 Start New Order
E‘ E::; E;E;Ed Order Order No.:l:l Fnonl}l:l Item No.:| | Descnptlnn:‘ |
Print = Date | Order Mo. |+ Item M| Description ~ | Qty Ordere|..| Status +| Start Date | Sales Order | Custon A
g Wark Order List =l Click here to define a filker
U5} Selected Shop Traveler 26Mar 21 10076 1001 Creamy Cazsar - case 24 % 250 ml 1000000 Scheduled 26 Mar 21
I.—B Preview Shop Traveler 02 Mar 21 10074 1098 Serialized ltem 2000000 Scheduled 03 Mar 21
K8 All Unprinted Shop Travelers 02Mar 21 10075 1098 Serialized ltem 2500000 Scheduled 03 Mar 21 Eetter |
!Sl Print Range of Shop Travelers 16Feb 21 10084 100 Creamy Caesar - case 24 » 250 ml 1000000 Scheduled 15 Feb 21
!gl Selected Pick List 15Feb 21 10089 1001 Crearny Caesar - case 24 = 250 ml 0.00000 Scheduled 25 Feb 21
|_—B Preview Pick List b 20 Moy 20 10062 1001 Creamy Caesar - case 24 » 250 ml 100.00000 Scheduled 04 May 20 10053 B stter _I
@ Print Range of Pick Lists 10Moy 20 10080 10m Crearny Caesar - caze 24 % 260 ml 1.00000 Scheduled 20 5ep 20 0052 Better |
lgl Print Summarized Pick Lists 09 Mov 20 10087 100 Crearny Cagsar - case 24 » 260 ml 100.00000 In-Process 10 Nov 20
N 09 Moy 20 10052 10m Creamy Cagsar - case 24 » 250 ml 10.00000 Scheduled 10 Moy 20
ﬂ‘ Manufacturing Home 15%ep20 10053 1001 Creamy Caesar - case 24 % 250 ml 1000000 In-Process 16 Sep 20 Better |
m Work Orders 155ep 20 10054 1001 Creamy Caezar - case 24 « 2560 ml 10.00000 In-Process 14 Sep 20 10043 Better |
155ep 20 10055 1002 Creamy Caesar - case 12 = 500 ml 500000 In-Process 16 Sep 20
a Labar 025ep 20 10052 1001 Crearny Caesar - case 24 = 250 ml 10.00000 Scheduled 03 Sep 20
294pr20 10029 1001 Crearny Caesar - case 24 = 250 ml 1.00000 Scheduled 21 Apr 20 10018 Lucky
E& WO Transactions 294pr20 10030 1081 Creamny Cacsar - label 250 ral (1000] 0.02472 Scheduled 17 Apr 20 1008 Lucky
; ) 294pr20 10031 1011 Apricat Jam - case 24 1 250 ml Scheduled 29 Apr 20 Better |
Bill of Materials (BOM)
294pr20 10034 1001 Creamy Cassar - case 24 » 280 ml 1.00000 InProcess 21 Apr 20 10018 Lucky
- Forecasting 28Feb20 10024 1002 Crearny Cagsar - case 12 » 500 ml 1000000 Scheduled 29 Feb 20
12Feb 20 10016 1002 Creamy Caezar - caze 12« 500 ml 1.00000 On Order 26 Mar 20
F MRP 12Feb 20 10017 1003 Italian Herb - case 12 « 500 ml 1.00000 On Order 25 Feb 20
EG.) e 12Feb 20 10018 1002 Crearny Caesar - case 12 = 500 ml 1.00000 Scheduled 17 Feb 20
12Feb 20 10020 1002 Crearny Caesar - case 12 » 500 ml 1.00000 Scheduled 17 Feb 20
Finished Goods 12Feb20 10021 o002 Crearny Caesar - caze 12 % 500 ml 1.00000 Scheduled 18 Feb 20
12Feb 20 10022 1002 Creamy Caszar - caze 12 # 500 ml 1.00000 Scheduled 19 Feb 20
MaFeh 20 10007 nnz Creanny Carsar - case 12w BN ml 200 nnnnn Srheduled 1N Feh 2N N
£ >
Pilot ERP 1.8.3.564 Regi d To: Pilot ERP User: Admin
Work Order
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Work Order 10062

g Buy-fort/0 Entered By: Admin Last Edit: Admin
10062 Type: ~
Order no. YpeE: [Jwork Order Prirted Statue: [ Soheduled »
Iterri 10m Creary Caesar - case 24 » 250 ml ~
. v ; Order Date: | 20 Nov 20 .
Revision: A Drawing Mo.: 839390 i
C 10m E Bk @ Requested Receipt: | 20 Nov 20 .
b t 3 ~
sstamet S Quantity: 10000000
Sales Order: 10053 Purchase Order; |POB3839 Al Bt
y Fieceived:
50 Line: 1 Project Humber:
Oty Serapped:
WO B Il = Oty Remaining: 100.00000
Service Job: Scheduling Type:
Release Date:
Lot no.:
o Start Date: |04 May 20
Finish Date: |20 Mov 20
Barments: Location: w
Materiale  Routing  Documents  Order Lit Mumbering  Co-Products
E tem em Status E?) Swap ftem | [tem Mo | |
|Line |Item ho. |Descriptinn Cuantity |W’asta | TotalQty [QtytoDa A
AL 1026 Maon-Fat Grated Pamesan Cheese (Kg) E00.00000 5 B30.00000
2 1025 Egoolk [L) 700.00000 5 73500000
3 1021 \Worcestershire Sauce (L) 700.00000 § 73500000
4 1023 Dijon Mustard (L) 200.00000 5§1,260.00000
5 1027 Minced Gailic [Kg) 000.00000 51,050.00000
B 1022 anchowvy Paste [L) 000.00000 51,050.00000
7 1014 Salt [Ka) 100.00000 5 10500000 v
< >
Mates far item 1026 [ Printt this items notes on work order
test multiple lines in notes copy -
dedsikaljfkl
fdsiaf;isdkla;fiklds:aifkl:sda
faciaklfidks &
‘Wi Receipt oK LCancel

Work orders are entered for finished products and any intermediate items. The MRP screen can be
used to schedule production of intermediate (or sub assembly) items (showing scheduled usage and
production) and finished products.

Manufacturing orders may be entered as "Work Sheets" if you are not yet ready to create an actual
order, so you can check for available materials and resources first, or confirm a quote/sales order.
Then when ready to order, you can change the order status to "On Order". Or manufacturing orders
may be entered directly as "On Order".

Bills of materials may then be printed for the plant personnel.
Receipts are entered against the previously entered manufacturing orders.

When a work order order has been fully received, the order status is automatically changed to «
completed”. You can also change the status yourself if there are to be no more receipts.

To add a new order or work sheet: click the New button. Or Start New Order on the left toolbar.
To edit an order or work sheet: double-click the order. Or select the order and press Enter or click
the Edit button.

To delete an order or work sheet: select the order and click the Delete button.

You can select an order with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the item no. or select the item description from the drop down list,
and/or enter the order no. Selecting the item only will find the 1st order for that item. Selecting the
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order only will find the 1st order with that order number. Selecting item and order no. will search on
both.

The menu has options to

« display outstanding (on order) orders only

« display work sheets only

« sort the list by order date (descending), requested receipt date, or order no.
« display the item for a selected order

- display receipts for a selected order

- refresh the data displayed to show changes entered by other users, etc.

« print the list

« print a bill of materials or work sheet for a selected order

« print all unprinted bills of materials

Tip: To display receipts for an order, or display the item: select the order, then right-click to display a
pop-up menu. You can also print or reprint a bill of materials or work sheet (for a selected order) from
the pop-up menu or from the main menu, but to print all unprinted bills of materials in one step you
must use the main menu.

To print bills of materials or work sheets use menu Print Selected Bill of Materials or menu Print
All Unprinted Bills of Materials (excludes work sheets). Or right-click on an order and choose Print Bill
of Materials from the pop-up menu.

To view only “outstanding” (on order) orders, toggle the outstanding option on the View menu. Similarly
to view only work sheets, toggle the work sheets option on the View menu or use the shortcut Ctri+W.

Order no.
When entering a new manufacturing order, the program assigns a default order number which you can
then change if desired.

Type
The work order type can be selected. This field can be used for categorizing work orders and
reporting.

Work Order Printed

If the order has already been received or for some other reason you don’t want a bill of materials to
print, then check this checkbox to tell the program that a bill of materials has already been printed for
this order. Otherwise leawve it unchecked and the program will check it automatically after printing the
bill of materials.

Item

A pop-up screen displays if you type into the item number, click, or by the keyboard shortcut
Ctri+Enter. On the ltem pop-up screen: you can select the item by typing the item number in the 1st
entry box or by typing the description in the 2nd box, or by selecting the item with the mouse or up/
down arrow keys. Click on the selected item or press Enter when the selected item is highlighted. Or
Esc to leave a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered. Typing the item description in the 2nd entry box sorts the list by
description and selects the first item description matching the characters entered.
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On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

If this is a new item or any details need to be modified, click the 3-dots button to display the items
screen, so the new data can be entered.

The standard materials and labor routings to be used as defined in the Bill of Materials and Routing
tab on the item are automatically copied to the work order when the item and quantity ordered are
entered or changed. You can then make changes for material substitutions or running on a different
machine if one is overbooked, etc. or for manufacturing a custom product.

Revision

The revision of the manufactured item when the work order was created. The revision number is
entered on the item card of the manufactured item but can be updated in the work order if changes to
the BOM are made after it's created.

Drawing No.
The drawing number for the revision of the manufactured item.

Customer

If the work order is created for a specific customer or linked to a sales order, the customer can be
selected. If the work order is created by conwerting from a sales order, the customer on the sales
order will automatically be displayed.

Sales Order
The sales order linked to the work order. If the work order was created by conwverting from a sales
order, that order number will automatically display.

SO Line
If the work order was created by converting from a sales order, the linked sales order line number will
display in this field.

Purchase Order

The customer purchase order number for the work order. If the work order is for a specific customer
and sales order, the customer PO Number can be entered here. If the work order was created by
converting from a sales order and the PO Number was on the sales order, it will automatically be
displayed on the work order in this field.

Project Number
The internal project number for the work order. If the work order is part of a larger project you can enter
a project number to tie it to other work orders, sales orders or purchase orders for reporting.

WO Order
If the work order was created because of demand from another work order and is considered a "Sub-
Assembly" for another work order, the linked upper level work order will be displayed in this screen.

Priority
The Priority number for the work order. This can be used as a reference or in reporting.

Service Job
If the work order was created for a senvice job, that linked senice job number will display in this field.
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Scheduling Type

The scheduling method for the work order. If the type is floating then the work order dates can be
updated and changed when re-scheduling. If the scheduling type is fixed, then the dates cannot be
changed.

Lot No
Pre-defined lot number(s) for manufactured item on the work order. The item must be assigned "Lot
Control" in order to pre-define the lot number.

Entered by
The user that originally created the work order.

Last Edit
The last user to edit the work order.

Order Status

Select the appropriate order status from the list: Work Sheet, On Hold, Scheduled, On Order, In-
Process, Completed, Closed or Cancelled. The order status defaults to On Order. When an order has
been fully received, the order status is automatically changed to “Completed”. You can also change
the status yourself if there are to be no more receipts.

Status Details:

Work Sheet - The work order is still being entered and modified. Any work order in a "Work
Sheet" status will not be included in scheduling reports and cannot have inventory or labor
transactions posted against it. Any materials on the work order will not be included in the
calculation for available quantity or MRP.

On Hold - A work order that has been scheduled or already started can be placed "On Hold".
When the work order status is set to On Hold, the manufactured item and remaining material
quantities do not show in the calculation for available quantity or MRP. Labor routings will also not
display on scheduling reports. No transactions can be posted against the work order.

Scheduled - A work order that has been created but not yet started is defaulted to a scheduled
status.

On Order - When a work order that is ready to be started and have documents printed, you can
change the status to "On Order" to indicate that it is ready to start.

In- Process - When a work order has been started and at least 1 transaction (Material, Labor or
Receipt) has been posted, the work order status will automatically change to "In-Process".

Completed - When a work order has been completed and no more transactions will be entered
against it, the status can be changed to "Completed". If the full quantity of the manufactured item
has been received, the status will automatically be changed to "Completed" when the last receipt
is posted. In the work order receipt screen, there is an option to mark the work order as
completed when the receipt is posted.

Closed - After a completed order has been reviewed, it can be Closed through the Open/Close
WO button in the main work order screen. Only orders currently in a Completed status can be
closed. When a work order is closed, any remaining Work in Process (WIP) on the work order
caused by a cost variance (difference between total issue costs from labor and materials
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compared to the total receipt cost) is calculated and removed from WIP and charged to your WIP
Variance. The Cost Variance is shown in the screen when closing the work orders.

Cancelled - If a work order will not be completed because a customer has canceled their order or
for any other reason, the work order can be canceled by changing the status.

Order Date

The order date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Requested Receipt Date

The requested receipt date defaults to the current date if the work order is manually created or the
requested date on the sales order line item if it was created by conwverting from a sales order. If the
work order was created through MRP or scheduling, it will default to the demand requirement date.
Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Quantity (Ordered)

Enter the quantity ordered (quantity to be manufactured).

The materials and labor routings to be used default to the “product standard” as defined on the finished
goods item when the item and quantity ordered are entered or changed. You can then make changes
for substitutions or running on a different machine if one is overbooked, etc. or for manufacturing a
custom product.

Qty Received
The total quantity of the manufactured item received on the work order to date.

Qty Scrapped
The total quantity of the manufactured item scrapped on the work order to date.

Qty Remaining

The total quantity of the manufactured item remaining to be completed and received to inventory on the
work order to date. The Qty Remaining is calculated by the following formula: Quantity - Qty
Received - Qty Scrapped = Qty Remaining

Release Date
The date the work order was released to production or started. This field is optional and can be
manually set.

Start Date
The scheduled start date on the work order. This date is calculated and set when the work order is
created, but can be changed.

Finish Date
The scheduled finish date on the work order. This date is defaulted to the scheduled requested receipt
date but can be changed.

Location
If your company has multiple shops or manufacturing locations, the location where the work order is
being processed can be selected.
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Materials: Items, Quantities, and Waste Percentages

The materials to be used (items, quantities, and waste percentages) default to the “product standard”
as defined on the finished goods item when the finished goods item and quantity ordered are entered or
changed. You can then make changes for substitutions or for manufacturing a custom product. The
items and quantities (not waste percentage) print on the bill of materials for the plant personnel.

You can enter the actual materials used later when entering the receipt(s) if the plant personnel record
this data, or alternatively you can let this data default using data from the order prorated by quantity
produced.

Material quantities are "utopian" (what they would be if there was no waste).

Waste is expressed as a percentage of what doesn't make it into the final product compared to what is
taken from inventory.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Material item numbers or descriptions are not entered directly within the work order screen, but

instead selected on a pop-up screen which displays if you type into the item number or description

column, or by clicking on the "3 dots" button in the column, double-clicking in the column, or by the
keyboard shortcut Ctri+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the "ltem" entry box sorts the list by number and selects the first item
number matching the characters entered.

Typing the item description in the "Description" entry box sorts the list by description and selects the
first item description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combo box at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Materials  Routing Documents  OrderList Numbering  Co-Products

i ftem E tem Status E_“) Swapem | [tem Mo: | |

|\tem no. |Descliption | Quantity |W'aste Z| Total Oty |Qty ko Date|Qty Remaining| Reference BF w0 Mo |BF PO Mo ‘W’D No ‘SVD MNurmbei| Last Edit A
I|1028 Mon-Fat Grated Parmesan Cheese (Kag) | 0.60000 & 0.63000 0.63000 line 1
1025 Egg“olk (L] 0.70000 5 0.73500 0.73500
101 ‘Worcestershire Sauce (L) 0.70000 5 073k00 073500 2 ply
1023 Dijon kustard (L] 1.20000 5 1.26000 1.26000 2 ply
1027 Minced Garlic [F.a) 1.00000 5 1.05000 1.05000
1022 Anchowvy Paste (L) 1.00000 5 1.05000 1.05000
1014 Salt (k) 010000 5 010500 0.10500 v
< >
Motes for itern 1025 Print this items notes on work, order

Item Motes for work order.

© 2022 Pilot ERP Software



Manufacturing| 261

Materials tab Fields

Line
Line number for material item on work order. Used for sorting on the screen, work order traveler and
pick list as well as work order receipt and issue screens.

Item No. and Description
Item Number and Description for material item.

Quantity
Quantity needed for material item before any waste (scrap factor).

Waste%

% Waste for material item. Waste is expressed as a percentage of what doesn't make it into the final
product compared to what is taken from inventory. (20% would be entered into the Waste % field as
l20l)

The material quantity represents the net quantity required to make the BOM parent. However, some
components require additional material that gets wasted (scrapped) during the process. The scrap
quantity may vary with each work order. Use this Waste % field to specify a percentage amount over
and abowe the net material quantity to account for anticipated waste/scrap. When a work order gets
created, the total usage quantity allocated for this material item is increased by this percentage. The
cost associated with the overage percentage is also incorporated in the BOM cost rollup.

Total Quantity
The total quantity of the material item that will be issued from inventory for the work order including
waste/scrap.

In the work order, the Waste percentage is applied to the usage quantity using this formula:
(Manufactured Item Qty / Batch Size * Usage Qty) / (1 — (Waste % / 100)) = Material Total Quantity

Qty to Date
The total quantity of the item issued from inventory on the work order to date.

Qty Remaining
The total quantity of the item remaining to be issued to the work order. This is calculated using the
following formula: Total Quantity - Qty to Date = Qty Remaining

Reference

The reference for the work order BOM material line item. The reference can be entered on the ltem -
Bill of Materials screen and will be copied to the work order when created. It can also be manually
edited or changed in the work order materials section.

BF WO No
If a work order has been created using the Buy for WO feature, the linked work order number will be
listed in this field.

BF PO No
If a purchase order has been created using the Buy for WO or the Subcontract PO feature, the linked

purchase order number will be displayed in this field.

WO No
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The work order number linked to the line if it's a sub assembly and a work order was created through
the Plan WO feature.

SVO Number
The Senvice Job Order number linked to the line item.

Last Edit
The last user to edit the line item.

Item (button)
The Item button will open the main item card for the item you have selected in the work order materials
grid. This shortcut is available to view or update information about the item.

Item Status (button)
The ltem Status button will open the stock status screen for the selected item in the work order
materials grid.

Swap Item (button)
The Swap Item button allows you to replace an existing item in the work order materials screen with a
different item from inventory. This feature is controlled by user security and you do have the option of

limiting the swap inventory feature to approved alternate items only using the setting in Your Company
- Manufacturing.

Routing (labor and equipment): Tasks, Hours, and Work Centers

The labor to be used (tasks, hours, work centers) default to the “product standard” as defined on the
finished goods item when the finished goods item and quantity ordered are entered or changed. You
can then make changes such as to use a different machine if one is overbooked, etc. or for
manufacturing a custom product. This data prints on the bill of materials for the plant personnel.

You can enter the actual resources used later when entering the receipt(s) if the plant personnel record
this data, or alternatively you can let this data default using data from the order prorated by the
quantity produced.

Tip: You can display a pop-up menu by right-clicking on the grid.

Material: Routing  Document:  Order List - Mumbering  Co-Products

Close Sequence

|Seq |Descripliun | Hours |Selup Hours " ork Center Subcontract| Days to Mext| “endor Piice |Houwrs to D ate| Hours Remaining| Status # Persons |Machine | ~

1 Iixing Setup 010 0.05 Juniar techician 1] a 0.00 010 Open 4

2 Iixing 010 010 Idixing 1] a 0.00 010 Pending 0

3 018 0.an Packaging Machine 1] a 0.00 018 Pending 0

4 Packaging 018 0.an Juniar techician 1] a 0.00 018 Pending 0

5 Supervision 0.06 0.an Senior technician 1] a 0.00 0.06 Pending 2

E Subcontract 0.an Subcontract Service Tes 1] 1 Pending 1

v

< >
Motes for task Miving Setup Pririt this rautings nates on work. order

Routing Fields

Seq
The order sequence in which the labor routing processes are performed and sorted on the work order.
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The sequence can be changed using the Up/Down buttons in the top toolbar of the routings tab.

Description
The description of the routing or task being performed.

Hours
The number of labor hours for the routing process.

Setup Hours
The amount of setup time in decimal hours for the routing process.

Days to Next

For Subcontract routing processes, you can define how many days it takes to complete the
subcontracting and for the next routing process to begin. This could include sending parts to the
subcontractor and the delivery time required to return the modified parts.

Subcontract

Defines whether the routing process is for subcontracting or not. This is determined by the Work
Center for the routing.

Price per Piece
Subcontract PO price per unit.

Work Center

Work Center for the routing. The work center defines whether the routing is a subcontract process or
internal and also includes the hourly labor, setup and overhead costing.

# Persons

Number of people (actual or average) required on the routing process. If you have a machine or task
that takes more than 1 person, enter the actual number of people for the task.

Machine

Start Date

Finish Date

Start Qty

Completed

Scrapped

Non-completion

PO Number

Status Notes

Qty On PO

Last Edit
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Routing Notes
Each Routing can have unlimited notes to include work instructions, tasks and details about the
routing sequence. These notes will copy to the work order routings tab.

Print this Routings Notes on work order

This option controls whether the routing notes for the sequence will print on the work order traveler.
This copies to the work order when it is created but the notes and this option can also be changed on
the the work order before printing.

Documents

Any linked documents (drawings, pictures, docs, etc) for the manufactured item or materials will
automatically be copied to the work order. Also, new documents can be linked to the work order. You
can open the linked document by double clicking on it. If the Print Document option is selected, it will
automatically prompt you to print the linked document when the Traveler is printed.

Materials  Routing Documents  Order List Mumbering  Co-Products
|' Maw | L] e |'x Delate |

Type Document
Item Dirawing-28383

Order List
Any orders created through the buy for WO screen will be listed and linked in this screen with the
Type, Order Number, Order Date and Status of the linked order.

Materials  Routing  Documents  Order List  Numbering  Co-Products

‘ Type | Order Na Order Date Status A

M| PO 10057 18Apr 2021 | On Order
PO 10052 18Apr 2021 | On Order
PO 10053 15Apr 2021 | On Order

Numbering
If the item is serialized in Pilot and assigned serial control, you can pre-assign the serial numbers
through this screen. The screen also has the option to enter UL Numbers for each serial number.

The Auto Fill Serial Numbers button allows you to automatically populate each serial number field with
the next serial number for the item.

© 2022 Pilot ERP Software



Manufacturing 265

Material:  Fouting  Documents  Order List Mumberng  Co-Products

Auto Fill Senal Mumbers

Line |ltem Mo Drescription Serial Murnber UL Mumber ~
|1 1001 Cieamy Caesar - case 24 = 250 ml 30001
| 2 1mm Cieamy Caesar - case 24 = 250 ml 90002
| 3 1mm Creamy Caesar - case 24 = 250 ml 90003

4 100 Creamy Caesar - case 24 = 250 ml 90004
| 5 1om Crzamy Caesar - case 24 = 250 ml 90005
1 5 1om Crzamy Caesar - case 24 = 250 ml 90008
1 7 1om Creamy Caesar - case 24 # 250 ml 90007
1 s 1om Creamy Caesar - caze 24 » 250 ml 90008
1 s 1om Creamy Caesar - caze 24 » 250 ml 90009
I 10 100 Creamy Caesar - caze 24 » 250 ml

Co-Products

Any Co-Products for the manufacturing of the main item on the work order will be automatically copied
to the work order and listed here when it is created. The Co-Products tab allows you to enter Co-
Products, by-products, disassembly components or usable scrap resulting from the manufacturing of
the "Parent" item on the Work Order BOM. Any item entered into the Co-Products tab can be
received back to stock with a cost through the Work Order receipts screen in addition to the main
manufactured parent item.

Material:  Fouting Documents  OrderList Mumbering  Co-Products

[ e | I -Deere]

Line |\tem Mo Diescription | Oty Ordered ‘ Oty Received | Cost | Total Costl Cost Fatia
*| 1002 Creamy Caesar - case 12« 500 ml 10.00000 0.00000 $0.00 $0.00 134

Keyboard and mouse shortcuts

11.2.1.1 Subcontract PO

Subcontract senices such as painting, plating, and heat-treating are performed on work orders devoted
solely to performing an outside senice or during the course of multi-sequence work orders. POs for
subcontract senices are generated as needed through the Work Order - Subcontracting screen.

There are two methods for setting up subcontract senvices:
Let’s say you fabricate a part that needs to be sent out for painting. There are two basic methods you
can use for setting up the subcontract senice.

Subcontract tem/BOM

The most flexible method is to set up the subcontract senice with its own ltem and BOM/Routing. The
ltem will consist of one routing sequence for the subcontract senice and one component on the BOM for
the unpainted part that gets sent to the subcontractor. The Subcontract ltem is added to all higher-level
BOMs that use the painted part as a component. The unpainted part can be a manufactured item with
its own BOM or it can be a purchased item. With this method subcontract senice work orders are
purely for subcontracting with no mixing of in house and outside processes. The painted part and
unpainted part can also be given their own MRP settings for maximum planning flexibility.

Subcontract Sequence
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With this method you add the subcontract senice routing as a routing sequence within each BOM that
requires the painted part. In this case, the routing will mix in-house processes with the outside process.

If you do not want a separate work order for the subcontract process, then use this method by adding
the subcontract routing to the upper level manufactured item along with the in-house processes.

Process
In both methods described above, you will be creating a subcontract work center and adding that to a
routing on an item.

Setup

Subcontracting Work Center

To create the subcontract work center you will need to go into the Setup — Manufacturing — Work
Centers screen and create a work center. Check the “Subcontract” option, then enter the name of the
subcontracting process (Painting, Plating, Heat Treat, etc), the default Vendor associated with the
senice and an estimated price per unit/process.

|=7] Painting (g - a ®

General  Caontact

»| Subcontract
M ame: Fairting
YWendar: Wendor -
YWendor Price:; .00

M otes:

(] 4 Cancel

If you do not have a standard price for the process you can leave the price zero in the subcontract work
center. It's recommended that when you add the subcontract work center to the routing of an item, you
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enter the vendor price for costing purposes. Also, when the PO is created, make sure that the PO has a
reasonable vendor price because it is used as the unit cost that will be applied to the job. The vendor
price is maintained in the BOM routing sequence and flows through to the job routing sequence.

NOTE: Be aware that the price on the vendor invoice, which can arrive well after the PO is received, does
not flow back to the job. Instead, the PO price is used for job costing and therefore must be given a
realistic value.

Routing
The subcontract work center will need to be added to a routing on the subcontract item/BOM or upper
level manufactured item.

Creating the subcontract routing on the item:

1. Open the item and go to the Routing tab.

2. Add a new routing to the grid (right click and select New or use the down arrow on your keyboard).
3. Type in a description of the routing.

4. Select the Subcontract Work Center

5. Enter the price per piece for the subcontract process.

=% Painted bem L] o *

Bem s Funied bem tem Typer Sukosnirgcing = | [T] Eat perm Trpes Sumpanded o Peid Oy
-
Deicriptios: | Panied Bem Adabonsl Fiz Ersened By, admn
Lt EaE
Qenersl | Sieck Siavus  PricegDscounts Commission | Bl OF baierals ROUSNRQ CoPrecects OLAfcounts Vendor Costomer Dimensioss  Dofumests Hazlisiinfe  Masulschwer  Detsled Dess 1 |
&5 em |36, ) | (3} 0 3) e

Labor and egepment required bo produce 1 uni:

|5eq |l:\e:-:-'cr-c' | vours | Setep Mowrs | Duys ts tet | Seboontract Frice Per Pece [viort Conter & Peryora
1 Funirg - 400 Pantng - 1
Feoies dor tani Pardng o Prind tha mebngs noles oo wark prder PO Moles tor lask Painirg

TiTere Laesd H Fuctey aley Qedpry AR Imigaps P Cuslen Purchase Qed | PO Recepts WO Receipta W aues EIRP by Loatins i Eamcal

If this is a subcontract item/BOM the material(s) sent to the vendor for the subcontracting process will
need to be added as components through the Bill of Materials tab on the item.
Subcontract PO Creation (from Work Orders).

A work order is created for the subcontract item or upper level manufactured item that contains the
subcontract routing. This work order will consist of at least the component(s) that are being sent to the
subcontractor and the subcontracting routing.

After the work order is created, click on the “Subcontract PO” button in the main work order screen.

© 2022 Pilot ERP Software



268

Pilot ERP Manual

11.2.2

This will open a new window showing all subcontract routings on open work orders that have not yet had
a PO created.

4] Subcontract PO = o x
& coeum Comany E{ S Al a AT Mok \_‘_”',l Pt | T Egon g
Diovlbie. ChCE 1 969 Si0cE Siatud Werk canter. Al - Creaie Wuliple PO™s per ing Open POAWD sfter oreation
Order Typ Bifg Onder Mo Work Cenber Mame Rlouting Desoription [tem Mo PO Qty QtyReqg Requredby PODueDa QtyonPO  Avalable Vendor Mame
O po ioe Subcontrecing  Plafng Service « 1000 18 10 27 Jad 2017 27 Jul 2013 [} & Sunshine Food Supply Inc.
|:| PO 10058 Ssbcontracting  Finishing Service = 1001 20 200 04 Oct 2017 04 Oct 201 o & Sunshine Food Supply Inc.
Ij PO 10082 Subcontrading Plafing Service - 1000 18 10 13 Feh 2008 13 Feb 201 ] & Sunshine Food Supply Inc.
|:| PO 10053 Subcontradting Plafing Service - 1000 20 20 14Feb 2088 14 Feb 201 o 0 Sunshine Food Supply [nc.
Ll PO 10079 Subcontracting Flating Service - 1000 ilx] 10 21 Mar 2088 21 War 201 o 0 Sunshine Food Supgoly [nc.
U PO 10080 Subconiracting Flating Service - 1000 H000 4000 23 Mar 2088 23 Mar 201 ] 0 Sunshire Food Supgly [nc.
O #»o 10020 Subconiractng besl new subconirect  Servics - 1000 4000 2000 23 Mar 2028 23 War 201 i 0 Sunshing Food Supply [nc.
O] o 10081 Subconlractng  Fatng Service - 1000 [5} 100 30 Mar 2058 30 Mar 201 100 o Sunshire Food Supgiy [ne.
O ro 1o Subconirectng  beal new subconirecd | Servics - 1000 L] 100 30 Mar 2088 30 War 201 ] O Sunshing Food Supply [ne.
O ro 100 Subconirectng  Frmhing Sarvics - 1001 12 10 24 Aug 2018 24 Aug 20 ] O Sunghire: Food Supoly [ne.
O ro 101 Subcontrettng  Frsshng Sarvice - 1001 12 10 24 g 2018 24 Aug 20 ] o Sunshine Food Supply [ne.
|:| PO 10908 Sebconlracing  beal new subconlrasl  Servics - 1000 5 L 22 e 2019 22 Jan 201 b & Sunshine Faod Supply [Ae,
|:| PO 107108 Subconiracting  Plafng Sarvice « 1000 5 L 22 1an 2015 22 Jan 201 o & Sunshine Food Supply [Ine,
Ij PO 10187 Subcontrading Firishing Garvice - 1004 1 1 02 Feb 2089 02 Feb 201 ] & Sunshine Food Supply Inc.
£ >

In the Subcontract PO scree, select the work orders for which you want to create purchase orders by
checking the “order” check box. The PO Qty will match the original or remaining quantity needed for the
work order but you can change it if needed.

The default vendor for the subcontracting work center will display but can be changed before creating the
PO.

After selecting the subcontract senices, click the “Create Orders” button to create the PO(s). If you
check the “Open PO/WO after creation” check box, the PO’s will open on the screen. If not, then the
PO’s will be created and you can go to the Purchasing- Purchase Orders screen to view, edit and print
or email to the vendor.

Issuing the components

In addition to sending the PO to the vendor you will also be sending material(s).

When you are ready to ship the component(s) to the vendor for the subcontracting process, you will
need to issue the item(s) to the work order to remove them from stock. Go to the Manufacturing > WO
Transactions and click on the WO Material button. Select the Work Order for the subcontracting, enter
the quantity of the material item(s) sent to the vendor and post the transaction. This will issue the items
from stock to the work order and work in process.

Labor

The Labor screen under the Manufacturing module allows employees to enter or scan into work order
labor routings using a wedge barcode scanner. An employee can enter or scan the following information
to capture their start and end times for each work order routing sequence to capture their time. Pilot
ERP will capture their time and automatically post the labor to the appropriate work order or it can be
posted to work orders on demand by a supenvisor through the Labor Posting screen. The automatic or
batch posting option is located under the System Setup - Your Company - Manufacturing screen in the
system settings.

Employee Number
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Work Order Number
Routing Sequence Number

File Setup View WebLinks Windows Help
*Hnrrz %sy;m Saup ?EI nventcry (€8 sake Es Aosounting D Repors | Acsoun
Labor % s | B un
Il Labor List Language: | English v
B post Empiayee:
Order No.
Sequence:
print Setup
i Labor List Completed:
Sorapped Reason for Scrap: v

Non Campletion:

Close Sequence:
Hotes:

Reason for NonCompletiar

Date/Time
ﬁ‘ Manufacturing Home: Employee Name
e viorkorders
] abor
m WO Transactions

Bl of Materiss (BOM)

orecasting

E‘MRP

5, production scheciie

Finished Goods

Batch Posting screen

Mfg OrderNo  Seq

Start Time End Time

Hours

Completed Close Seq Posted  Scrapped Reason for Scrap Non Completion Reason for Non Completed

Using the Post button in the main manufacturing labor screen, you can open the back posting screen for
labor. NOTE: This is only used if you have your system setting for labor posting set to "Batch Posting".

This screen allows you to review and edit the entered labor before posting to the work orders. Once you

select the labor entries, click the post button in this screen to generate a labor entry in the Work Order
transactions screen and post to update the work order.

[ Reset[ﬂust I"ﬁpost I.eHin

Post Labor X
Selected  Employee Name Mfg Order No  Location Name Seq Start Time End Time Hours Posted
O Joe Anderson 10002 Our Warehouse 4 12 Feb 20201136 12 Feb 2020 11:36 o O
O Joe Anderson 10m7 Our Warehouse 4 12 Feb 2020 15:26 12 Feb 2020 15:27 o O
E
v

2 Labor entries to be posted

Post Selected

Cancel
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11.2.3 Work Order Transactions

Work Order Transactions .
Top Previous Next

Manufacturing | WO Transactions

The manufacturing WO Transactions screen displays WO Receipts, WO Issues and WO Labor entries
in a list showing summary info including date, receipt number, type, manufacturing order number,
quantity received, item, location, entered by and period.

Eile Setup View Web Links Windows Help
* Home ’?ﬁ System Setup EﬁD Inventory F‘; Sales 5':.%. Service H #%2! Purchasing Accounting D Reports 3 Accounting Transfer
WO Transactions leuewkeceul & WO hatenal l & Wo Labor [xualebe] l"@pm] l@m-] {Gkﬁml@ml [-) unpmtaw}
0 Mew Receipt
. Start Date: gy 12020
I Delete Selected Receipt
51 post Receipts Date Receipt No. Type Order No.  Qty Received Item Mo Description Location Period Entered By Posted
25 Mow 20 1037 Fieceipt 10002 0 1002 Creamy Caezar - caze 12 2 500 ml Ourwarehouse 11/2020  Admin
10Mow 20 1034 Receipt 10061 95 1002 Creamy Caesar - case 12 x 500 ml Our Warehouse 1172020 Admin
pnt 0000000 09Mow 20 1027 lzsue 10057 0100 Creamy Caesar - case 24 » 280 ml Our'Warehouse 1172020 Admin
E Receipts Listing 155ep 20 1022 Fieceipt 10055 51002 Creamy Caesar - case 12 2 500 ml OurwWarehouse 942020 Admin
,g‘ Frint Receipt Labels 15S5ep 20 1021 Receipt 10054 10 100 Creamy Caesar - case 24 » 280 ml Our'Warshouse 9/2020  Admin
. . 15Sep 20 1020 Receipt 10053 10 100 Creamy Caesar - case 24 » 260 ml Our'wWarehouse 9/2020  Admin
rE Preview Receipt Labels
1240920 1014 Fieceipt 10034 11001 Creamy Caesar - case 24 x 250 ml Our wWarehouse 842020 Admin
124ug20 1011 |zsue 10040 0 1002 Creamy Caesar - case 12 2 500 ml Our Warehouse 8/2020  Admin

# Manufacturing Home
E Work Orders

a Labor

m ‘WO Transactions

WO Receipts

WO Receipts allow you to record the quantity completed and cost of a manufactured item. The
receipt screen also allows you to issue materials and labor charged to an open work order. If you elect
to use Backflushing for matierals and labor, the quantity of materials and labor used will be
automatically calculated and filled based on the Qty Completed for the manufactured item on the work
order.
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= Receipt 1034

| Drder no.: 10061 Type: POSTED otk Order Gty 100 [+ work Order Costs: $0.00
Feceiptno:  |[1034 Ertered By: Admin () Complated To [JReceipts To Date: $0.00
-] Completed Ta D ate: e .
Date: 10Mow 20 ||... Feriod: | 11| [ 2020 (=) WIF Balance G
[-) Oty Scrappect B [+] Issue Costs: $174.102.77
Itern: 1002 Creamy Caesar - case 12 % 500 ml [-] Receipt Cost: $17410270
Oty Completed: 55| Qty Scrapped: 5| Scrap Code: hd =Remairing Uty: oo [=]Met P Balance: $o.07
) il Status Cost Details: Estimated Per Item Actual Per ltem
W/ Final Quantity? Complete \Work Order Routing
ial $1.524.59
Use Estimated Cost Use MetwiP — Material | $152,458.52 $1.524.59 $152.450.52
- Mone Labor: $9.629.25 $96.29 $9.,629.25 $96.29
tion: |
ocation Our WWarehouse Hours Setup: $0.00 $0.00 $0.00 $0.00
Lol Mone @ Overhead: $12.m5.00 $120.15 $12ma.00 $120.15
Exp Date: Outside Olutside: $200.00 $2.00 $0.00 $0.00
Start Serial Mo: Hide w0 Cost MNore @ Tat | $17430277| | #1.74303 $17410277 | $1.741.03
Fieceipt Cost:
Total Receipt Total per [tem Issues Current Costs: Wwigh Awg Standard Cost Last Cost
17410270 183268 Manual Cost Mone @ 5E1.03 7.00 183266
Materials  Routing  Co-Products
B en [F w=msweus|| [ sweprem | @) Addrem | ltem No: lzsue Remaining | | Mass lssue
Seq ‘Item hio. |Desc:|ipti0n Remaining | Quaritity Used| Taotal Gty ‘Dty ToDate Lo ~
L 1 1026 MoreFat Grated Parmesan Cheese [Kg) a 15750 15750 15750 | Ow
_ 21014 Salt [Ka) 1} 105 105 105 Ou
_ 3 1025 Egg*ralk [L) 0 2100 2100 2100 Ou
| 4 1021 ‘Worcestershire Sauce (L) a 735 735 735 0u
_ 51023 Dijon kustard (L] a 1260 1280 1260 Ou
_ 6 1027 Minced Garlic [Ka) 0 1050 1050 1050 Ou
o 71022 Anchovy Paste (L) 1} 1080 10&0 1080 Ou
| 81015 Pepper [K.g) 1] 108 108 105 Ou w
< b3
Total Materials: 152 458 52
Frint Feceipt Label Save & Post QK Lancel

To add a new receipt: click the New button.

To edit a receipt: double-click the receipt. Or select the receipt and press Enter or click the Edit
button.

To delete a receipt: select the receipt and click the Delete button.

The menu has options to

- filter the list by specifying selection criteria such as item, warehouse, and order no.
« sort the list by receipt date (descending), receipt no., or order no.

- display the item for a selected receipt

- refresh the data displayed to show changes entered by other users, etc.

«  print the list

« post receipts (see notes following)

Tip: To display the item: select the receipt, then right-click to display a pop-up menu.

Manufacturing receipts are entered, then posted. Prior to posting, they may be edited or deleted. To
undo a receipt after posting, you must “reverse” it (enter it again with the opposite amount). Posting
updates the quantity received on the manufacturing order and changes the order status to “completed”
if the order was fully received. You can also change the status yourself if there are to be no more
receipts. Posting also updates inventory totals and history for items received/manufactured and
material items used. To post receipts use menu Records | Post or choose the Post option when
closing the receipts screen.
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Order no.

Enter the manufacturing order number or click the 3 dots button to display a pop-up screen showing all
the outstanding (on order) orders. You can select an item so that only orders for that item will show. To
deselect the item press the delete key. To choose an order from the list, click on it or select it and
press Enter.

When you enter the order number, data from the order will display, such as item number and
description. Order data will be used for defaults for the receipt: for quantity of product received/
manufactured, and for the materials and resources used.

Receipt no.
The receipt number is used to identify this transaction. When entering a new receipt, the program
assigns a default receipt number which you can then change if desired.

Receipt Date

The receipt date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the receipt. This defaults to the current calendar month, or the
default period on Your Company if specified there. If your fiscal year doesn’t end in December or your
fiscal periods are not calendar months, you should set the default period regularly to help prevent data
entry errors. Note: The year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Item
The item no. and description for the selected order are displayed. Verify that this is correct, to help
verify that the correct order no. was entered.

Qty Completed

The quantity completed (manufactured) of the manufactured item on the work order should be entered
into this field. When the WO Receipt is posted it will add this quantity of the manufactured item into
stock at the location entered on the receipt. If you have the "Do Not Pre-fill Quantity" option in Your
Company - Manufacturing setup checked, then the Qty Completed will show zero when entering a new
receipt. If that setting is un-checked then the quantity will default to the remaining quantity on order on
the work order.

Qty Scrapped

If there were problems during production and you had to scrap a completed or partially completed item,
that quantity can be entered into this field. Any quantity entered into this field will reduce the
remaining quantity to be completed on the work order.

Scrap Code
This is an option field to categorize any quantity scrapped on the work order receipt and is used for
reporting on scrap.

Final Quantity? Complete Work Order (checkbox)

This checkbox is used to indicate whether full quantity of the work order has been completed with the
receipt or if the work order still has quantities that need to be completed and should remain open. If
this option is checked, the work order status will change to "Completed" and the net WIP remaining on
the work order will be used to determine the cost of the final receipt. If this is a partial receipt and not
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all quantities have been completed, leave this box unchecked and the work order will remain open.
NOTE: if the quantity completed is the same as the Remaining Qty on the work order, this checkbox
will be automatically checked by Pilot. It can be manually unchecked if you want to leave the work
order open even though the entire quantity has been completed.

Use Estimated Cost (checkbox)
If checked, the WO Receipt will use the Estimated Work Order unit cost (per item) as the receipt cost
for the manufactured item on the work order.

Use Net WIP (checkbox)

If checked, the WO Receipt will divide the total remaining WIP on the work order by the quantity
completed for the receipt to calculate the Total Per Item unit cost. This will bring WIP on the work
order to zero.

NOTE: You can only check 1 option (Use Estimated Cost or Use Net WIP) on a receipt. Both cannot
be selected at the same time.

Location
This is the warehouse where the goods were received into. The warehouse defaults to the 1st
warehouse on file. Select the warehouse from the list if it should be changed.

Tip: You can enter a few characters of the warehouse name, then use the down or up arrow keys if
required.

Lot No.

If the manufactured item on the work order is assigned lot control (in the main item screen) then you
will need to enter a lot number for the item being received. This lot number will be recorded in inventory
for tracking on the item.

Exp. Date
If the item is assigned lot control you can also enter an expiration date for the lot. This is an optional
field and a lot can be received without an expiration date.

Start Serial No.

If the manufactured item on the work order is assigned serial control (in the main item screen) then you
must enter a unique serial number for every individual (quantity = 1) item received. Enter the starting
serial number and the system will automatically generate a sequential number for each item being
received.

Receipt Cost Section

Total Receipt

The total cost of the receipt is for the manufactured item is shown here. This is calculated based on
the quantity being received, the cost method (estimated or use net WIP) and wither this is the final
receipt or not.

Total Per Item
This is the total per item unit cost of the manufactured item on this WO Receipt.

Manual Cost (checkbox): If you need to override the unit cost of the manufactured item being
received, check this box to manually type in a Total Per Item unit cost for the receipt. This will also
update the Total Receipt cost to reflect the new cost.
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Materials: Items and Quantities

You can enter the actual materials used if the plant personnel record this data, or alternatively you can
let this data default using data from the order. The default quantities used are adjusted by the waste
percentages specified on the order, and prorated by the quantity produced.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Material item numbers or descriptions are not entered directly on the receipt screen, but instead
selected on a pop-up screen which displays if you type into the item number or description column, or
by clicking on the "3 dots" button in the column, double-clicking in the column, or by the keyboard
shortcut Ctrl+Enter.

On the ltem pop-up screen: you can select the item by typing the item number in the 1st entry box or
by typing the description in the 2nd box, or by selecting the item with the mouse or up/down arrow
keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to leave
a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by nhumber and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

Routing (labor and equipment): Tasks, Hours, and Resources

You can enter the actual labor used if the plant personnel record this data, or alternatively you can let
this data default using data from the order. The default hours used is prorated by the quantity
produced.

WO Material

The WO Issues screen allows you to issue materials to an open work order.
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WO Material 1056

Entered By: Admin
Order no. | 10007 ‘ Type: | |
Recsiptno: 1056
Dete W8p21 [ Peiod: | 4] [2021
Item: |1EIUZ | |Ereamy Caesar - case 12 % 500 ml
Matenals
i ftem E‘ Item Status |;_“) Swap ftem c Add item | [tem Mo | lgsue Femaining Mass lssue
Gty lzsued | Remaining | Line |Ilem na, |Descnptlon ‘ WO Gy | Gty To Date |Location Hame Unit Cost | Tatal Cost | -
| 1315 00000 0.00000 11026 Nan-Fat Grated Pamesan Cheese (K] 315.00000 0.00000 Our ‘' arehouse 470 $1.48050
#35.00000 0.00000 21024 MNorFat Plain Yogurt [L) 735.00000 0.00000 | Our ‘warshouse 080 $EE1.50
42.00000 0.00000 31025 Ega*rolk (L] 42.00000 0.00000 | Our warehouse 236 $33.12
14.70000 0.00000 41021 “Worcestershire 5auce L] 74.70000 0.00000 Qur YW arehouse 367 $53.95
25.20000 0.00000 51023 Drijon Mustard (L] 25.20000 0.00000 | Our warehouse B45 $162.54
21.00000 0.00000 B 1027 Minced Garlic [Ka) 21.00000 0.00000 | Our warshouse 115 $24.15
21.00000 0.00000 71022 Anchovy Paste (L] 21.00000 0.00000 | Our warshouse 433 $17493
2.10000 0.00000 21014 Salt (k) 210000 0.00000 | Our warshouse 0.90 $1.83
210000 0.00000 9105 Pepper (Ka) 210000 0.00000 | Our warshouse 225 $4.73
2,472.00000 0.00000 1001041 JJar 500 ml 2,472.00000 0.00000 | Our warshouse 010 $247.20 v
Total Materials: 3.047 30300
lssue Detals  Transactions
| Gty Used | On Hand |Location b anufacturar -
ﬂSW 5.00000 1,193.70000 Our W arehouse
¥ || Post & Close Post & New s Cancel

Order No.
Click on the Order No. field to enter the work order number for the WO Material issue. Click on the
lookup button '..." to the right of the order no field to lookup the work order number.

Type
Displays the work order type if entered on the work order.

Receipt No.
The unique number for the receipt generated by Pilot ERP.

Date and Period
The Date and period for the receipt. This is the date and period used for the inventory transaction, the
GL transaction and reporting.

Item
The Item Number and description of the manufactured item on the work order selected.

Materials section features

Item (button)
The item button allows you to open the item card for the material item selected in the grid.

Item Status (button)
The item status button allows you to open the item status screen for the item selected in the grid.

Swap Item (button)
The Swap Item button allows you to replace an existing item in the work order BOM with an alternate

© 2022 Pilot ERP Software



276 Pilot ERP Manual

item. This also updates the original work order. If a material item has already had transactions posted
against it on the selected work order you cannot swap the item with another, you must add a new item
if an alternate was used in addition or in place of the original. Access to this feature is controlled
through user security.

Add Item (button)
The add item button allows the user to add a new item to the WO Material issues screen and the
original work order.

Item No. (search)
The ltem No search field allows you to search for a specific item in the material grid.

Issue Remaining (button)

The issue remaining button allows the user to automatically fill the Qty Issued field with the remaining
quantity required for each material item on the work order. The Qty Issued fields can also me
manually changed after clicking the Qty Issued field if more or less materials were used for some
items.

Mass Issue (button)

The Mass Issue button allows users to fill the Qty Issued field with a calculated quantity based on the
work order BOM and the the quantity of finished product produced. By entering a quantity in tot he
"Quantity Factor" of the Mass Issue screen, Pilot ERP will calculate the quantity of materials based on
that quantity of manufactured item and fill in the Qty Issued field with that calculated quantity. This
can be used when only a portion of the materials have been issued from inventory to produce less (or
more) than the original work order quantity. After using the Mass Issue feature, users can manually
change the Qty Issued if more or less of a specific material was used.

Mass lssue

Quantity Factor: | 200 A |

Materials fields

Qty Issued

The Quantity issued from inventory and used on the work order. When the WO Material issue is
posted, this quantity will be removed from inventory and charged to Work in Process (WIP) on the work
order.

Remaining

The remaining quantity to be used (issued) on the work order based on the original quantity and
quantity already issued or being issued. The calculation is: WO Qty - Qty To Date - Qty Issued =
Remaining Qty (i. e. Original Work Order Qty - Qty Issued previously - Qty Issued in the current WO
Material screen).

Line
The work order line number.

Item No. and Description
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The item number and description for the material item on the work order.

WO Qty
The original Work Order total quantity needed for the material item.

Qty To Date
The total quantity of the material used (issued) on the work order in past receipts and WO Material
issues.

Location Name
The default location assigned to the material item for the issue transaction.

Unit Cost
The current unit cost on the item used for the work order and inventory transaction.

Total Cost
The total cost of the material item required on the work order. This is calculated by: WO Qty x Unit
Cost = Total Cost.

Issue Details tab
The issue details tab displays the current on hand quantity for the item selected in the materials
screen grouped by warehouse location and if applicable, manufacturer, lot number and serial number.

lzsue Detals  Transactions

| [ty Uzed | On Hand | Location bl anuifacturer
:‘ 3500000 [1.193.70000  Qur warehouze
4l

100.00000  United Starage

Qty Used
The quantity used (issued) for the selected item and location.

On Hand
Current quantity on hand for the item in this location (and lot or serial number if applicable).

Location
Location for the quantity on hand of the item.

Manufacturer
Manufacturer of the purchased item if recorded in the receipt.

Lot No.
The lot number for the quantity on hand.

Serial No.
The serial number for the quantity on hand.

Transactions tab

The transactions tab displays past transactions for the material item on the work order. The
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transactions display the date of the transaction, receipt number, WarehouseName (location),
Manufacturer, Quantity, Unit Cost, Serial No and Lot No.

|zzue Detalls  Transactions

Unit Cozt [ Serial Mo

t anufacturer Huantity

Tip: You can display a pop-up menu by right-clicking on the grid.

Keyboard and mouse shortcuts

11.2.4 Bills of Material

Bills of Material Top Previous Next

The Bills of Material (BOM) screen shows all of your finished goods and assemblies with associated
materials and/or routings (labor). This screen also has options to update the standard cost of your
purchased materials with the weighted average cost from purchases and a BOM Cost Rollup which will
allow you to quickly and automatically total the costs from all materials and routing labor for all of you
manufactured items.
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E Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
N K= [=n =3
ﬁ Home: %Sysmm Setup | Fom Inventory T‘&E 58, servics H Manufacturing | | 5. Purchasing Accounting E Reports 1 Accounting Transfer
Bil of Materials (BOM) [ € new ] | BE costRrolp ] [ B privt | 5 Refresh|
O riew Single-Level BOM  Multi-Level BOM
B8 costRalup Ttem No. Description Phantom QtyPerBatch A | co products:
BE cost Update 11001 Creamy Caesar - case 24x 250 ml | 100:
1002 Creamy Caesar - case 12 x 500 ml O 1 Item Ho Item Description
(65 Replace Delete Component | Italian Herb - case 12 x 500 ml O 0
1004 French Vinaigrette - case 24 x 250 ml [l 100
Print/Export 1005 Strawberry Jam - case 24 x 250 ml | 100
1007 Strawberry Jam - case 12 x 500 ml O 100
? L el o 1009 Peach Jam - case 24 x 250 ml O 100
= Export Bils of Material 1010 Peach Jam - case 12 x 500 ml O 100
1011 Apricot Jam - case 24 x 250 ml D 100
1013 Raspberry Jam - case 12 x 500 ml O 100 <No data to digplay>
1014 Salt {Kg) O 1
3 1082 - Copied Ttem Creamy Caesar - case 12 x 500 ml O 1
ﬁ o aciickione MSCO0651315 14" LUTZ LG FERRLLE FILE HAND O 1
m Work Orders CB1015.1259 SNEEZE GUARD ASSEMBLY 72W X 30T W PASSTHRU (17 O 1
CB1015.1269 SNEEZE GUARD SHEILD 22W X 24T NO PASSTHRU D 1
D Labor Manufactured FG Item Manufactured FG Item for BOM Costing Test ] 1
Sub Assembly Level 1 Sub Assembly Level 1 O 1
% WO Transactions 11h Assembly | eyvel 2 1ih Assembly Leyvel 2 im Bl ks 2
= Item Total per Batch: 1,201.86
Bill of Materials (BOM) Item Total per Unit: 12.02
Materials Routing
¢ Forecasting
Item No. Description ante Qty/Bak Waste % Unit Cos Extended ¢ # | Description Work Center Hours, SetupH Costfr OH/MHr Setup/P Extender
E‘ MRP 1026 Mon-Fat Grated Parmesar D & 5 470 29.6842 Mixing Setup Junior techidan 1.00 0.50 22.00 40.00 30.00 65.0000
1025 Egg Yolk (L) O 7 3 236 17.3895 Mixing Mixing 1.00 1.00 1B8.48 30.00 48,4800
k@ Production Schedule 1021 Worcestershire Sauce (L) [] 7 5 3.67 27.0421 Packaging Machine = 1.75 16.65 29,1375
1023 Dijon Mustard (L) D 12 5 6.45 814737 Packaging Junior techician 135 22.00 40.00 30.00 108.5000
Finished Goods 1027 Minced Garlic (Kg) O 1 5 115 121053 |Supervision Senior technican 0,63 30.00 18.3000
1022 Anchovy Paste (L) H 10 5 8.33 87.6842 Subcontract Subcontract Service 0.0000
1014 salt (Kg) O 1 5 040 0.9474
Reports 1015 Pepper (Kg) O 1 3 2.25 2,3684
Type. 1040 Jar 250 ml [l 2400 3 0.05 123.7113
- 1051 Creamy Caesar - label 25 [] 2.4 3 1520 37.6082
:
1049 Plastic cap (1000} O 2.4 3 1850 457732
Report: 1039 Bax ] 100 3 026 26.8041
1024 Non-Fat Plain Yogqurt (L) [] 350 5 0.90 331.5789
Go 1013 Olive Oil (L} O 3 2.59 7.7700
1014 Salt (Ka) [l 3 0.80  2.7000
1023 Dijon Mustard (L} 1 8 6.45 51.6000 ¥ &
Materials Total per Batch: 931.8405 Resources Total per Batch: 270.0175
Materials Total per Unit: 9.3184 Resources Total per Unit: 2,7002
Pilot ERP 1.8.3.556 Registered To: Pilot ERP Software  User Admin

The "Cost Update" feature under the Manufacturing | Bills of Material screen will allow you to update
the Standard Cost of purchased materials using the current Weighted Average Cost, Last Cost or
Standard Cost + %.

The "Cost Rollup" feature under the Manufacturing | Bills of Material screen allows you to update the
Standard Cost of Manufactured items based on the materials and labor routings specified for the item.

Export Bills of Material - this option allows you to view Bill of Materials for all manufactured items in
a spreadsheet data view. This also has an option to export all bill of materials to an Excel
spreadsheet.

11.2.5 Forecasting

(Manufacturing - Forecasting)

The forecasting screen provides a way for you to enter weekly forecasts for both products you sell and
purchased materials which can be used when generating MRP. There is an option to include the
forecast quantities in the MRP for the date range selected.

The forecast has the option to define the start date of your week and several options to refresh the
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forecast after it has been established. There is also an option to automatically calculate the quantities
needed for purchased materials and sub-assemblies based on the entered sales forecast for finished
good manufactured items based on the current Bill of Materials for each item.

Forecasts can be deweloped for a company’s finished goods and material components . The forecast is
used by the production team to develop work order and purchase order triggers in MRP using quantities
in current demand, forecast demand and safety stock lewvels. The forecast is not static and should be
reviewed by management on a regular basis. This is to ensure information on future trends, the internal
or external environment is incorporated into the forecast to give a more accurate calculation.

w Pilot ERP - Pilot ERP Software

Eile Setup View Web Links Windows Help
ﬁ' Home %Sysmm Setup Eﬁ Inventory [ @ Sskes =@ Service H ing 1% ing ing a Reports =30 Accounting Transfer
= - i :
Forecasting IG Rafreshl BB Calculate Matesial & Sub-Asssmblies. ] l 3 Exportx
Start of Week Refresh Option Item Options
® Monday (O Friday (®) Prior Year Same week [[]show Forecast Items Only
(O Tuesday () saturday
(O Clear Al
(O Wednesday () Sunday
(O Thursday (CIFil all with 1st Weeks Forecast
Item No.| || pescription]
E Item No Item Description 16 Nov 2020 23 Nov 202( 30 Nov 202( 07 Dec 202C 14 Dec 202C 21 Dec 202C 28 Dec 202C 04 Jan 2021 11 Jan 2021
»i1001 Creamy Caesar - case 24 x 250 ml 100.00 0.00 60.00 200.00 0.00 0.00 140.00 0.00 0.00
1002 Creamy Caesar - case 12 x 500 ml 0.00 0.00 0.00 200.00 0.00 0.00 155.00 0.00 0.00
1003 Italian Herb - case 12 x 500 ml 0.00 0.00 10.00 100.00 0.00 300.00 153.00 0.00 0.00
1004 French Vinaigrette - case 24 x 250 ml 0.00 0.00 20.00 0.00 0.00 300.00 178.00 0.00 0.00
Aﬁ‘ Manufacturing Home 1005 Strawberry Jam - case 24 x 250 ml 0.00 0.00 50.00 0.00 0.00 0.00 339.00 0.00 0.00
1007 Strawberry Jam - case 12 x 500 ml 0.00 0.00 0.00 100.00 0.00 0.00 258.00 0.00 0.00
Eﬂ fleksies 1009 Peach Jam - case 24 x 250 ml 0,00 0,00 30.00 0.00 0,00 0.00 7.00 0.00 0,00
a i 1010 Peach Jam - case 12 x 500 ml 0.00 0.00 0.00 150.00 0.00 0.00 3.00 0.00 0.00
1011 Apricot Jam - case 24 x 250 ml 0.00 0.00 0.00 0.00 0.00 0.00 92.00 0.00 0.00
WO Transactions 1013 Raspberry Jam - case 12 x 500 ml 0.00 0.00 0.00 0.00 0.00 0.00 37.00 0.00 0.00
— 1014 Salt (kg) 0.00 0.00 0.00 0.00 0.00 0.00 1.00 0.00 0.00
Bill of Materials (BOM) 1015 Pepper (Ka) 0.00 0.00 0.00 0.00 0.00 0.00 1.00 0.00 0.00
1016 Sugar (<g) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1017 Water (L) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
"z~ MRP 1018 Glive Oil (L) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1019 Balsamic Vinegar (L) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
l’@'; Production Schedule 1020 Red Wine Vinegar (L) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1021 Worcestershire Sauce (L) 0.00 0.00 0.00 0.00 0.00 0.00 8.00 0.00 0.00
Finished Goods
1022 Anchovy Paste (L) 0.00 0.00 0.00 0.00 0.00 0.00 10.00 0.00 0.00
1023 Dijon Mustard (L) 0.00 0.00 0.00 0.00 0.00 0.00 12.00 0.00 0.00
1024 Mon-Fat Plain Yogurt {L) 0.00 0.00 0.00 0.00 0.00 0.00 370.00 0.00 0.00
Reports 1025 Eqg Yolk (L) 0.00 0.00 0.00 0.00 0.00 0.00 22.00 0.00 0.00
Type: 1026 Mon-at Grated Parmesan Cheese (Kg) 0.00 0.00 0.00 0.00 0.00 0.00 162.00 0.00 0.00
1027 Minced Garlic (Kg) 0.00 0.00 0.00 0.00 0.00 0.00 11.00 0.00 0.00
1028 Dried Basil (kg) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Report: 1029 Ground Oregano (Kg) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1030 Ground Thyme (Kg) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Go 1031 Mixed Parsley (Kg) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1032 Strawberries {Kg) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11.2.6 MRP
MRP Top Previous Next

The MRP screen shows projected inventory demand and supply and calculates the inventory quantity
balance resulting from the allocations. MRP can be used to help generate Work Orders and Purchase
Orders with accurate quantity's to keep your plant running smoothly. It can also be used to identify
situations where existing demand could be fulfilled by expediting an existing order or excess supply
would prompt you to delay.

The Run MRP button will allow you to generate the MRP calculations each time you want to review the
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A separate report showing the Available Quantity (MRP) can also be printed.

281

File Setup View

Web

Links Windows Help

jome. % System Setup

o

sz

Inventory

(@ Sales
-

Service E Manufacturing

Purchasing

Aooounting Repm's 330 Accounting Transfer

MRP R MR ]x uumm] \E- r_muo:ms}] \[@ Frint Repart ]|[G mm.“[ 3 fipon -]| Last Run: 21 Jan 2021 (Admin) Selection: M or P: Both
€ New MRP |
3 Delete MRP  Wildcard:
Msin | Locations Location Groups
Print
Z5clect  Order Qty ReqDate Ttem Description On Hand Qty Vendar Name Total Demand Total Supply  Qty Available  Min Qty
& vRP Report [ 278,00000 1/21/2021 Creamy Cassar - case 24 % 28 118.00000 418.00000  222,00000 {78.00000)  200.00000
] 1,000.00000 1/21/2021 salt {Kg) (232.53500) 633.95850  100.00000 (773.49350)  0.00000
Setup : [0 1,048.90000 1/21/2021 Qlive Gil 1) (8.30000) 1,040.10000  0.00000  (1,048.20000)  0.00000
tem Types | | O 513500000 1/21/2021 @ Balsamic Vinegar (L) 220.00000 5,355.00000  0.00000  (5,135.00000)  0.00000
[m] 000000 /21/2021 Buy  Review  |&J 1021 Worcestershire Sauce (L) (316.51500) Sunshine Food Supply ] 806.84100 1,823.65600 200.00000 200.00000
[1Od 000000 1/21/2021 Buy  Review  |EJ 1022 Anchovy Paste (L) (1,193.30000) Sunshine Food Supply 1 1,352.63750 2,551.93760 0.00010  0.00000
q (1O 000000 /21/2021 Buy  Review  [EJ 1023 Dijon Mustard (L) (1,271.56000) Sunshine Food Supply 1 2,136.76500 3,468.3240 (0.00010)  0.00000
ﬁ fnac ol ] 0.00000 1/21/2021 Review & w24 Mon-Fat Plain Yogurt (L) (44,950.5000C Sunshine Food Supply 1 40,342.31250 85,302,812 0.00000 000000
e ork orders | O 27332100 121/2021 & 1025 Eqa Yok (1) (1,875.31500) Sunshine Food Supply ] 917.40600  0.00000  (2,783.32100)  0.00000
[ 19,345.08250 1/21/2021 & w02 Non-Fat Grated Parmesan Chi (17,431, 7800C Sunshine Food Supply ] 1,816.30250  0,00000  (13,348.08250)  0.00000
Labor 1O 241893750 1/21/2021 [ [onEy Minced Garlic (Ka) (1,266.30000) 1,15263750 000000  (2,418.33750)  0.00000
o 4100000 1/21/2021 & w02 Dried Basil (Ka) 54.00000 10500000 0.00000 (41.00000)  0.00000
% W Ren=adians ] 46.00000 1/21/2021 [ S Ground Oregano (Kg) 55,00000 105.00000  0.00000 (46.00000)  0.00000
il of Materals (50M) : O 102.00000 1/21/2021 _E 1030 Ground Thyme (Ka) 3,00000 10500000 0.00000 (102.00000)  0.00000
[0 21,557.65500 /21/2021 [ [S]E Box (2,219.80000) Znadro Supply AG 12,337.85500  0.00000 (21,557.65500)  0.00000
> Forecasting | O 282,473.52000 1/21/2021 o Jar 250 ml (28,636.2000C Znadro Supply AG 253,337.32000  0.00000 (282,473.52000)  0.00000
o 39609680 1/21/2021 & w0 Plastic cap (1000) (161.31020) Znadro Supply AG 27496880 40.18220 (396.09680)  0.00000
g 25133648 1/21/2021 [SAssign> DCHI &) 105t Creamy Caesar -label 250ml  (28.21120) Znadro Supply AG 253.83320  30.70792 (251.33648)  0.00000
k@ s o 236000 1/21/2021 B ws Itglian Herb - label 500 mi (101 2,00000 Znadro Supply AG 12.35000  0.00000 (3.36000)  0.00000
O 10.00000 1/21/2021 [ ShAssign| CHI = 07° test 0.00000 10.00000  0.00000 (10.00000)  0.00000
e e o 20420000 1/21/2021 15 1085 - test test (1.00000) 20320000 0.00000 (204.20000)  0.00000
: O 102.10000 1/21/2021 [Shssign> [STGCHI =) 1057 Mon Inventory (0.50000) 10160000 0.00000 (102.10000)  0.00000
Reports
Type
Report:
Go S

Pilot ERP 1.8.3.564 Registered To: Pilot ERP Software  User: Admin

11.2.7 Production Schedule

(Manufacturing - Production Schedule)

The Manufacturing - Production Schedule screen displays the current active work orders with Routing
sequences that have been started. This screen displays the most current work center with activity, the

last activity date, the estimated time for that routing sequence, the total time charged to the sequence to

date and the estimated completion time based on your work calendar.
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Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
ﬂ‘ Home ’%, System Sstup ?I:I Inventory F&‘ Sales E.%. Servios m Manufacturing %7 Purchasing Acoounting E Reports =3 Acoounting Transfer
Production Schedule l@ Print vlg Re-Schedule l le R;freshl Q@ w» ] { 3 Export v] [ View: AllDpen v |
fB ‘Work Center Schedule Order Mo, I:I Pnontyi:l Iterm Ma, :| ‘ Descnptmn:‘
£ StartDa |s| ReqRece[..| Work Center || Order Mo |o.| Qtyfls| ItemNo. [.:] Current Seql.:| Last Activity [..] Zstimated Time [+ Total Time .| Estimated Cc A
= Click hers to define a filter
#:10Feb 20 10Feb 20 Mixing 10007 1002 1 2 0 3/2/2021 7
26Mar 20 27Mar20  Mixing 10016 1002 1 1 0 3/2/2021 3
29Feb20 26Feb20  Mixing nomy 1003 1 a 0 3/3/2021 10
1/Feb20 18Feb20  Mixing 10ma 1002 1 1 0 3/2/2021 32
17/Feb20 18Feb20  Mixing 10020 1002 1 1 034242021 32
18Feb 20 19Feb20  Mixing 10021 1002 1 1 0 34272021 32
19Feb 20 20Feb20  Mixing 10022 1002 1 1 034242021 32
29Feb 20 29Feb 20  Mixing 10024 1002 1 01 03220 1
0] 21Ap 20 22Apr 20 Junior techician 10029 10m 1 1 0 3/2/2021 42
‘ﬁ‘ [ianiiacheiz Lope 17Apr20 204020 10030 1051
H o e s 29 Apr 20 30Apr20 10031 o
21 Apr 20 224pr20  Junior techician 10034 010m 112 4ug 20 1 1 342/2021 42
E Labor 035Sep20 035ep 20 Junior techician 10052 10m 1 01 032202112
165ep20 165ep 20 Junior techician 10053 010m 1 155ep 20 01 0.1 3/2/2021 12
% WG Transactions 145ep20 155ep 20 Junior techician 10054 010m 1185%ep 20 10 10 3472021 22
=N _ . 165ep20 165ep 20  Mixing 10055 0 1002 1 155ep 20 g 8 34342021 62
=5| Bill of Materials (BOM) - — -]
10Mov 20 10Mov 20 Junior techician 10057 100 1001 1 1 0 3/2/2021 42
= Forecasting 10Mov2) 10Nov20  Jurior techician 10058 10m 1 01 0/3/2/2021 12
= 205ep20 215ep 20 Junior techician 10080 10m 1 1 0 34202021 42
E‘ MRP 04 May 20 20MWov 20 Junior techician 10082 100 1 100 0 3/23/2021 8
k (P 15Feb 21 16Feb 21 Junior techician 10084 10m 1 01 0 3/2/201 12
(D Froduction Schedule 25Feb21  26Feb2! 10089 1001
Finished Goods
Reports
Type:
Report:
Go
v
£ >
Pilot ERP 1.8.3.556 Registered To: Pilot ERP Software  User Admin

11.2.8 Finished Goods
(Manufacturing - Finished Goods)

The Finished Goods screen is designed to help track serialized manufactured items produced on work
orders in Pilot. This allows you to show the serialized items along with UL Numbers, Work Order where
the item was produced and the Customer linked to that Sales Order or work order.

In order to use this screen you must have serialized items created on work orders and the option to "Add
Serial Numbers Upon Work Order creation" and "Add UL Numbers to Work Orders" checked in the
System Setup - Your Company - Manufacturing settings tab.
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ilot ERP - Pilot ERP Software

File Setup View Web Links  Windows Help
ﬂ‘ Horme ’%, System Satup ?I:I Inventory F‘a Sakes E.%. Service m ing A ing E Reports =3 Acoounting Transfer
Finished Goods [ print - | | 5 Refresh] @) Help ||| 1> Bxpor ~
£ Serial Mo w| UL Mumber || Work Order Mo [..] Item Mo | Item Description | Customer Name
= Click here to define a filker
»:10050 E12345 10075 1098 Serialized ltem Better Foods Corp,
10051 E12345 10075 1098 Serialized Item Better Foods Corp.
Pt 10052 E12345 10075 1098 Serialized Item Better Foods Corp.
@ Selected UL Label 10053 E12345 10075 1098 Serialized Item Better Foods Corp
10054 E12345 10075 1098 Serialized Item Better Foods Corp,
[ Previen UL Label 10055 12345 10075 1098 Serialized Item Better Foads Corp.
10056 E12345 10075 1098 Serialized Item Better Foods Corp.
10057 E12345 10075 1098 Senalized ltem Better Foods Corp
10058 E12345 10075 1098 Serialized Item Better Foods Corp,
10053 E12345 10075 1098 Serialized Item Better Foods Corp,
10060 E12345 10075 1098 Serialized Item Better Foods Corp.
N 1001 E12345 10075 1098 Serialized ltem Better Foods Cop
A vanufocturng Hame 10062 E12345 10075 1098 Serialized tem Belter Foods Carp
H o S 10063 E12345 10075 1098 Senalfzed Itemn Better Foods Corp,
10064 E12345 10075 1098 Serialized Item Better Foods Corp.
E (o 10065 E12345 10075 1098 Senalized ltem Better Foods Corp
10066 E12345 10075 1098 Serialized ltem Better Foods Corp.
k& WO Transactions 10067 E12345 10075 1098 Serialized Item Better Foods Corp,
10068 E12345 10075 1098 Serialized Item Better Foods Corp.
il of Materials (BOM) 10069 E12345 10075 1098 Serlalized Item Better Foods Corp.
= i 10070 E12345 10075 1098 Serialized Item Better Foods Corp
S Torecasting 10071 E12345 10075 1098 Serialized tem Batter Foods Corp
F MRP 10072 E12345 10075 1098 Serialized Item Better Foods Corp.
10073 E12345 10075 1098 Serialized Item Better Foods Corp.
kE_') Production Schedule 10074 E12345 10075 1098 Senalized ltem Better Foods Corp
Finished Goods
Reports
Type:
Report:
Go < 3
Pilot ERP 1.8.3.556 Registered To: Pilot ERP Software  User: Admin

Serial Numbers can be assigned in the Work Order - Numbering tab and also in the Work Order Receipt
- Numbering tab when receiving to inventory. The UL Numbers can be entered when receiving the
manufactured item to inventory in the WO Receipt screen.
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Order na.: Type: l:l ‘whork Order Qty: [+)Whork Order Costs: $0.00
Receipt no.: Ertered By: Adrin [-] Receipts To Date: $0.00
[-] Cornpleted Tao Date: : ¥ .
Date: 02 Mar 21 | ... Period: [=) WP Balance: $0.00
1 Gty Serapped: ljl [+] lszue Costs: $0.00
Jtem: [1038 | [serisliz=d ltem (-] Fieceipt Cost: $0.00
Oty Completed: I:I Gty Scrapped: I:I Scrap Code: w [l e =Remaining Hty: [=) et WP Balance: $0.00
e B Bl i "W Status Cost Details: E stimated Per ltem Actual Per Item
inal Quantity’? Complete work Order Routing
i) $0.00
Use Estinstod Cost [ Use Net WIP Materiak $23254 3330 5000
Labir: $31.93 $1.28 $0.00 $0.00
Lacation:
aeaton DiEEmse | Hours Setup $15.00 3060 $000 s000
Lat Ma: |:| o Overhead: $85.10 $3.40 $0.00 $0.00
EpDae: | || n— e 25,00 $1.00 $0.00 40.00
Start Serial No: | 10075 .| 10075 550 Cat Jo) Toak | e[ 91558 | s0.00] | $0.00
Feceipt Cost: |
Tatal Receipt: Tatal per ltem ssues Current Costs: Wt Avg Standard Cost Last Cost
o0 | [1558 | [ Manual Cost o) [ zz:m | 2| | 2xn|
Materials  Fouting Mumbering  Co-Products
Line |Item Mo Description |Serial MHumber |UL Mumber | -~
L 1 1098 Senalized tem 10050 E12345
_ 2 1038 Senalized [tem 10051 E12345
_ 31098 Sernialized [tem 10082 E12345
| 4 1098 Serialized ltem 10053 E12345
_ 5 1098 Senalized [tem 10054 E12345
| & 1098 Senalized tem 10055 E12345
_ T 1098 Serialized ltem 10056 E12345
| & 1098 Senalized tem 10057 E12345
_ 3 1038 Senalized [tem 10058 E12345
_ 10 1098 Serialized [tem 10089 E12345
| 1 1098 Serialized [tem 10060 E12345
_ 12 1098 Senalized [tem 10061 E12345 v
Frint Aeceipt Label Save & Paost 0K LCancel
UL Labels

UL Labels can be printed from the Finished Goods screen for serialized items. The UL Labels can be
modified through the system setup - Report Designer - Manufacturing tab.

To Print the UL Label, select the item and serial number from the grid and click the Print button or right

click and select print or preview UL label.
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Receipt 1050

Order no.: _ Type: I:I ‘whork Order Qty: [+] ' ork Order Costs: $0.00
Receiptno.: (1080 Entered By: Admin [ Receipts Ta Date: $0.00
() Complted ToDate: | 0] (-1 WIP Balance: 40.00
Date: 2Ma2l || Perioct 2021 : :
¥ - [+] Issue Costs: $0.00
[-] Gty Scrapped:
Jtem: [1038 | [serisliz=d ltem (-] Fieceipt Cost: $0.00
Oty Completed: I:I Gty Scrapped: I:I Scrap Code: w [l e =Remaining Hty: [=) et WP Balance: $0.00
e B Bl i WO Status Cost Details: Estimated Per ltem Actual Per ltem
inal Quantity’? Complete work Order Routing
i) $0.00
Use Estinatod Cost [ Use et WP Materia $23254 3330 5000
/0 Labir: $31.93 $1.28 $0.00 $0.00
Lacation:

e MWEEEss | Hours S $15.00 $0.60 $0.00 $0.00
LotNe: L = o Overhead: $85.10 $3.40 $0.00 $0.00
EpDae: | || n— e 25,00 $1.00 $0.00 40.00
Start Serial No: | 10075 .| 10075 550 Cat Jo) Toat | gaams|[ sisse] s0.00] | $0.00

Feceipt Cost: |

Tatal Receipt: Tatal per ltem ssues Current Costs: Wt Avg Standard Cost Last Cost
o0 | [1558 | [ Manual Cost o) [ zz:m | 2| | 2xn|
Materials  Fouting Mumbering  Co-Products
Line |Item Mo Description |Serial MHumber |UL Mumber | -~

L 1 1098 Senalized tem 10050 E12345

_ 2 1038 Senalized [tem 10051 E12345

_ 31098 Sernialized [tem 10082 E12345

| 4 1098 Serialized ltem 10053 E12345

_ 5 1098 Senalized [tem 10054 E12345

| & 1098 Senalized tem 10055 E12345

_ T 1098 Serialized ltem 10056 E12345

| & 1098 Senalized tem 10057 E12345

_ 3 1038 Senalized [tem 10058 E12345

_ 10 1098 Serialized [tem 10089 E12345

| 1 1098 Serialized [tem 10060 E12345

_ 12 1098 Senalized [tem 10061 E12345 v

Frint Aeceipt Label Save & Paost 0K LCancel

11.3 Manufacturing Reports

Manufacturing Reports Top Previous Next

Reports

Manufacturing Order Status

This report shows the status of manufacturing orders, item, quantity ordered, date ordered, requested
receipt date, and whether manufactured yet. The receipt date and quantity print for each receipt. The
report may be filtered to show only orders for a selected status (work sheet, on order, completed,
cancelled) or item.

Quantity Available (MRP)

This report shows current inventory lewvels and extrapolates into the future as the inventory is depleted
by sales orders, increased by purchase orders, manufactured goods increased by manufacturing
orders, and materials (raw materials, packaging materials, and intermediate items) depleted by usage
for manufacturing orders. The report highlights if the current inventory level or future inventory level will
fall below the Minimum Quantity specified for each item.

It is used for MRP (Material Requirement Planning) for materials required for production, for scheduling
manufacturing (together with the resource scheduling reports), shipping of sales orders, and
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purchasing. The report may be filtered to show only data for a selected item type or item, or only items
below minimum.

Tip: You can extend the range of this report by entering “dummy” sales orders and manufacturing
orders to show forecasted future demand, planned production, and resulting material requirements.

Resource Scheduling

This report facilitates scheduling manufacturing (which orders), labor and equipment by showing the
total hours required for each order for each resource per day for the selected date range based on the
outstanding manufacturing orders. The report may be filtered to show only data for a selected resource.

Resource Scheduling Summary

This report facilitates scheduling labor and equipment by showing the total hours required for each
resource per day for the selected date range based on the outstanding manufacturing orders. The
report may be filtered to show only data for a selected resource.

Material and Resource Usage by Receipt

This report shows standard and actual usage and variances for materials and resources, for each
receipt for the selected date range, sorted by order. This facilitates the monitoring of production costs,
monitoring for production problems, and tracking quantity variances and substitutions. The report may
be filtered to show only data for a selected item.

Tip: If separate receipts are entered for materials used and product produced, then the report by order
would be better for tracking variances.

Material and Resource Usage by Order (with option for WIP)

This report shows standard and actual usage and variances for materials and resources, summarized
by order. This facilitates the monitoring of production costs, monitoring for production problems,
tracking quantity variances and substitutions, and monitoring the profitability of custom orders. The
report may be filtered to show only data for a selected item, WIP only (Work in Process: orders
worked on with status still “on order”), and/or only orders which had any receipts in the selected date
range. Note that if an order is included, all receipt data is included, not just receipts falling within the
selected date range. If WIP is selected, then the value of WIP shows in the variance column (actual
costs - standard costs for any items already produced).

Material and Resource Usage by Item

This report shows standard and actual usage and variances for materials and resources, summarized
by item, based on receipts for the selected date range. This facilitates the monitoring of production
costs, tracking of quantity variances and substitutions, and setting of accurate product standards. The
report may be filtered to show only data for a selected item.

This report should be used for fine tuning the waste percentages. The report shows the actual waste
percentage so you can potentially enter this to the item materials. It doesn't show the actual quantity
used per unit as that would be confusing: the user might think they should be changing the item
materials utopian quantity to this, but this should not be changed, as it is the ideal/perfect quantity.
Instead the waste percentage should be adjusted.

Tip: Improving the accurancy of the product standards improves the accuracy of the scheduling,
material and resource planning, and costing reports. And if actual usage is only tracked occasionally
(for initially setting product standards and periodic spot checking), then the accuracy of the calculated
usage (manufacturing receipts defaults) and resulting inventory levels depends on the accuracy of the
product standards.
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Resource Usage Summary

This report facilitates setting the standard cost per hour for equipment by showing the total hours used
for each resource for the selected date range. The report may be filtered to show only data for a
selected resource.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
Items has options to print the materials and resources with costs for a selected item or all
manufactured items.

Manufacturing Orders

Manufacturing Receipts

Resources (labor and equipment)

Other

An ODBC driver is available (free upon request for end-user versions of Pilot) for creation of custom
reports via MS Access or Crystal Reports, mail merge with MS Word, and to import Pilot data to MS
Excel, etc.

© 2022 Pilot ERP Software



288

Pilot ERP Manual

12

12.1

12.2
12.21

Purchasing

Purchase Orders Overview

Purchase Orders Overview Top Previous Next

The Purchase Orders system tracks supplier/vendor orders and receipts.

Purchase orders may be entered as a "Quote" if you are not yet ready to order or wish to send a
formal request for quote to the vendor. Then when ready to order, you can change the order status to
"On Order". Or purchase orders may be entered directly as "On Order".

Purchase orders have the vendor’s item no. and description, and may be a different unit of measure
from your item. The vendor item table stores your item number and description for each vendor item,
and the quantity per vendor’s item. example 12 if the vendor sells the item by the case of 12. You can
specify alternate vendors and/or sizes for purchasing each of your items, view unit costs conwerted to
your currency and unit of measure, and indicate your preference.

Purchase orders may be emailed directly from Pilot, saved to PDF or printed for sending to the vendor.
Receipts are entered against the previously entered purchase orders.

The MRP module and Quantity Available Report facilitates scheduling of shipments, purchasing and
manufacturing by showing current inventory levels, sales orders, purchase orders and manufacturing
orders.

For info on how purchasing and receipts of inventory relate to inventory and general ledger please see
Inventory Overview.

When setting up vendors you specify the currency, thereby setting the currency for their orders and
inwices. For more info on multi-currency operation see Multi-currency Ovenview.

Vendor ltems

Purchase Orders
Receipts

Vendors

Carriers

Purchase Orders Reports

Purchasing Menu

Purchase Orders

Purchase Orders Top Previous Next

Purchasing | Purchase Orders

The Purchase Orders screen displays orders in a list showing summary info including order date,
requested receipt date, vendor, purchase order number, amount, and order status (on order,
completed, or cancelled).

Purchase orders may be entered as "Quotes" (Purchasing - Purchase Quote) if you are not yet ready
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to order. Then when ready to order, you can convert the order to "On Order". Or purchase orders may
be entered directly as "On Order".

E Pilot ERP - Pilot ERP Software

Eile Setup View Web Links Windows Help
\ = T =D oo [T ; .
= iE
ﬁ Home %Eygmm ssup | invenory [(8 ssies (@ senice H iF g g D Reports =) Accounting Transfer
Purchase Orders D vew | 3¢ ek | |[ By Comy | (2 2ai | @ Mass Emain| 3 impors | | 1 P + | [ eteesh| @) peto | [ 3 2sporc -] |[View:On Order
&) startNew PO
g Order No. Wendor No. MName:
=[ Copy Selected PO o l:l § | ‘ me| |
¥ Delete Selected PO E Date Order Mo, ReqgReceipt Status Vendor No. MName Amount Printed E-Mailed Purchase Order Typi #
= = Click here to define a fiter
Print }§1E Apr21 10057 16 Apr 21 On Order 1008 Sunghine Food Supply Inc. $18.35 |:| |:|
E Purchase Order List 15 Apr21 10058 18 Apr 21 On Order 1006 Znadro Supply AG £30.00 |:| |:|
U Selected PO 15 Apr21 10058 16 Apr 21 On Order 1015 MM Subcentracing sto0 [ O
I-—E‘ Preview Selected PO 30 Mar21 10058 31 Mar 21 On Order 1004 Fast Courier [l [l
. 05 Mar21 10051 06 Mar 21 On Order 1008 Sunshine Food Supply Inc. $37,549.00 |:| |:|
PO Schedul
saue 20Feb21 10047 21 Feb 21 On Order 1001 John McTavish (salesman) O O
J
ﬁ Purchasing Home 21Jan21 10044 22 Jan 21 On Order 1015 MM Subcentracing s10.00 [ O
= 12Jan21 10043 13 Jan 21 On Order 1008 Sunshine Food Supply Inc. $127,093.68 |:| |:|
(=9 quotes 15Dec20 10042 16 Dec 20 On Order 1008 Znadro Supply AG s31500 [ O
‘_é‘ Purchase Orders 20 Nov 20 10041 21 Nov 20 On Order 1005 Office Stuff Inc. $152.00 |:| |:|
Z 10 Nov 20 10038 11 Nov 20 On Order 1006 Znadro Supply AG $1,283.15 |:| |:|
=y Inventory Receipts 26 May 20  PO10006 27 May 20 On Order 1002 Building Management Inc. 515.20 [] MATERIAL ORDER
= AP Invoices
o2
= Vendors
o
72z vendor Items
Eo Buy-for-WoJob
Reports
Type:
Report:
Purchase Order Status =~
Go
v
< >
Pilot ERP 1.8.3.564 Regi d To: Pilot ERP Software  User: Admin

Purchase orders have the vendor’s item no. and description, and may be a different unit of measure
from your item. The vendor item table stores your item number and description for each vendor item,
and the quantity per vendor’s item. example 12 if the vendor sells the item by the case of 12. You can
specify alternate vendors and/or sizes for purchasing each of your items, view unit costs conwerted to
your currency and unit of measure, and indicate your preference.

Purchase orders may be faxed (via your faxing software) or printed for sending to the vendor.

Receipts are entered against the previously entered purchase orders.

When a purchase order has been fully received, the order status is automatically changed to
completed”. You can also change the status yourself if there are to be no more receipts. Also you can
mark specific items on the order as completed if no more is to be received.

To add a new order: click the New button.

To edit an order: double-click the order. Or select the order and press Enter or click the Edit button.

To delete an order: select the order and click the Delete button.

You can select an order with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
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click the Find button, then enter the vendor no. or select the vendor name from the drop down list, and/
or enter the order no. Selecting the vendor only will find the 1st order for that vendor. Selecting the
order only will find the 1st order with that order number. Selecting vendor and order no. will search on

both.

The menu has options to

. display outstanding (on order) orders only

. sort the list by order date (descending), requested receipt date, or order no.
. copy a purchase order (all data except order no.and date, which default as per a new order)
. display the vendor for a selected order

. display receipts for a selected order

. refresh the data displayed to show changes entered by other users, etc.

. print the list

. print a purchase order

. print all unprinted purchase orders

Tip: To send an e-mail, or display receipts for an order, or display the vendor: select the order, then
right-click to display a pop-up menu. You can also print or reprint a purchase order (for a selected
order) from the pop-up menu or from the main menu, but to print all unprinted purchase orders in one
step you must use the main menu. There is an option to view the vendor for the PO in the pop-up
menu.

To print purchase orders use menu Print button, Print Selected Purchase Order or menu Print All
Unprinted Purchase Orders. Or right-click on an order and choose Print Purchase Order from the pop-
up menu.

© 2022 Pilot ERP Software



Purchasing 291

Purchase Order PO10043

Ordksr no: Type: |MATERIAL ORDER || Status: [ Frinted [JE-Mailed Ordered by: [Admin

Order Date: Lagt Edit  |Admin
Vendor
Yendor: Sunshing Food Supply ne. ~ ::: Tems: Met 30 Delap 25 Amount:
Location: ~

Dpti i
23823 River Road, Maple Ridge, 22, 14700 plians | Addtional

Project Mumber. |MRP-1/12/2 Location: | Our Warshouse |~

Drop ship: | | e WO Ord Carter: | Alpine Frsight C
=% rder. arrier: | Alpine Freight Co. |«
Service Job: Freight: | Prepaid & Chargec|
Reference: |F'arts Order | Sales Order Requested Receipt: [13Jan 21 | ...
Comments Department: | PARTS ~ Expected Delivery: [14.Jan 21 | ...
Delivery scheduled for January Accounting Code: w Taxd: -
Marufacturer: W Tan 2 -

Currency/Rate: | Domestic Currenc| « ljl

ltems  Documents

B ®uw @ com| | H tem [ temsans Bk fem

11l Line ‘ Cluantity |Un\t |Vendor‘s Item no. D esciiption | Unit Cost Amount Feq. Receipt|Internal ltem No Exp. Delivery| Overide [ ~
I 5302.8125 ‘023600 Nan-Fat Plain Yogurt [L] 040 FE7725312Jan 21 1024
2 115.61083 DME1/3730 Driian Mustard [30L drum) 193.50 2237070 12Jan21 1023
3 127 53688 APED/3720 Anchovy Paste (200 dum) 1EE.ED 21.257 B4 12 Jan 21 1022
4 1823656 wWSE3/3700 ‘wiarcestershire Saucs (L) 367 BE5282 12Jan21 1021
v
< >
Hates for item 023500 Print this items notes on Purchase Order

Item Motes for ling item 1|

E-Mail gk Brint LCancel

Order no.
When entering a new purchase order, the program assigns a default order number which you can then
change if desired.

Purchase Order Printed

If the order has already been received, or was placed by phone, or for some other reason you don’t
want a purchase order to print, then check this checkbox to tell the program that a purchase order has
already been printed for this order. Otherwise leave it unchecked and the program will check it
automatically after printing the purchase order.

Order Status

Select the appropriate order status from the list: On Order, Completed, or Cancelled. The order status
defaults to On Order. When an order has been fully received, the order status is automatically changed
to “completed”. You can also change the status yourself if there are to be no more receipts.

Vendor
Enter the vendor number or select the vendor from the list. Or leave blank and this will be entered
automatically when you select a vendor item.

A pop-up screen displays if you type into the vendor number, click, or by the keyboard shortcut
Ctri+Enter. On the Vendor pop-up screen: you can select the vendor by typing the vendor number in
the 1st entry box or by typing the name in the 2nd box, or by selecting the vendor with the mouse or
up/down arrow keys. Click on the selected vendor or press Enter when the selected vendor is
highlighted. Or Esc to leave a previously entered vendor unchanged.
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Typing the vendor number in the 1st entry box sorts the list by number and selects the first vendor
number matching the characters entered. Typing the vendor name in the 2nd entry box sorts the list by
name and selects the first vendor name matching the characters entered.

On the Vendor pop-up screen you can select Vendor Type via the combobox at the right, so that only
vendors of the selected type show. To deselect a vendor type and show all types, press Delete.

If this is a new vendor, click the 3-dots button to display the vendors screen, so the vendor can be
added.

Amount
The order amount (excluding taxes) is calculated by the program (rather than keyed) based on the item
totals.

Order Date

The order date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Requested Receipt Date

The requested receipt date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Expected Delivery Date

This is the date that you expect the item to be delivered from the Vendor. This can be different than
that original requested receipt date and will help you keep track of when you inventory is actually due
to arrive. It will also help you compare the actual receipt date against the original.

Ordered by
Enter the name of the person who placed this order or who it’s for (if desired).

Warehouse

Select the warehouse that will receive the items. The warehouse defaults to the 1st warehouse on file.
Select the warehouse from the list if it should be changed. Note: Even if this order is for senices only,
the warehouse must be specified.

Tip: You can enter a few characters of the warehouse name, then use the down or up arrow keys if
required.

Comments
Enter comments for this order (if desired), such as shipping instructions. This prints on the purchase
order.

Carrier

This is the transportation company who will deliver the goods. If you want the order to be delivered by a
specific carrier, you can enter it here. If you pick up your orders you can set up a carrier for that, such
as “Pick-up”.

Tip: You can enter a few characters of the carrier name, then use the down or up arrow keys if
required.

Freight Payment Method
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Select the method for paying the freight charges. There are four default freight payment methods set
up in Pilot ERP. However, you may define your own custom freight methods through the System
Setup | Freight screen.

*  Prepaid (vendor/seller pays shipping company)

«  Prepaid and Charge (vendor/seller pays shipping company, and bills you/consignee)

« Collect (you/consignee pay shipping company)

«  Pick-up (you pick up, nobody pays)

Tip: You can enter the 1st letter or use the down or up arrow keys to select.

Items, Quantity Ordered, and Costs

Note: these are vendor items with vendor’s item no. and description, and may be a different unit of
measure from your item. The vendor item table stores your item number and description for each
vendor item, and the quantity per vendor’s item. example 12 if the vendor sells the item by the case of
12.

Enter the quantity ordered and unit cost (in the vendor’s currency) for each vendor item. Vendor items
can be inventory items, senices, or miscellaneous charges such as freight. The cost defaults to the
cost on the vendor item table, and you can type over this if desired. You can override the item
description to be printed on the purchase order (tab, press Enter, or scroll to go this field or maximize
the order window). This allows you to have a generic description on the vendor items table and enter a
more specific description on the purchase order. You can owerride the costs and item descriptions later
when entering the receipt(s).

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

Item numbers or descriptions are not entered directly on the order screen, but instead selected on a
pop-up screen which displays if you type into the item number or description column, or by clicking on
the “3 dots” button in the column, double-clicking in the column, or by the keyboard shortcut
Ctri+Enter.

On the Vendor Item pop-up screen: you can select the item by typing the item number in the 1st entry
box or by typing the description in the 2nd box, or by selecting the item with the mouse or up/down
arrow keys. Click on the selected item or press Enter when the selected item is highlighted. Or Esc to
leave a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered.

Typing the item description in the 2nd entry box sorts the list by description and selects the first item
description matching the characters entered.

On the Vendor Item pop-up screen you can select ltem Type via the combobox at the right, so that
only items of the selected type show. To deselect an item type and show all types, press Delete.

Only vendor items for the selected vendor are shown. However if no vendor has been selected yet, then
all items show, in which case selecting an item also selects the vendor. This is useful if you don’t
know who the vendor is for the item.

Quantity Received and Quantity on BackOrder
Any quantity already received (from posted receipt(s)) and resulting quantity on backorder, if any, are
displayed. (Tab, press Enter, or scroll to see these fields or maximize the order window).

© 2022 Pilot ERP Software



294 Pilot ERP Manual

Completed (override)

To mark an order item as being no longer on order (say if partially received and you have notified the
vendor that you don’t want it backordered), you can mark it as completed by entering y, spacebar, or
double-click. To reset to “not completed” enter n, spacebar, or double-click.

Keyboard and mouse shortcuts

12.2.2 Inventory Receipts

Receipts Top Previous Next

Purchase Orders | Receipts

The inventory receipts screen displays receipts in a list showing summary info including receipt date,
receipt no., purchase order no., vendor, warehouse, and period.

Receipt 1040

Order no.: 10043 Recept no.: 1040 Order Type: | Custarn Field 1

Wendor: 1008 Sunshine Food Supply Inc. Entered by: Admin Color
23888 River Road. Maple Ridge. 22. 14700 Size
wiarehouse: COur Warehouse w Date: (20821 | |... Period: EI 2021

Additional Costl
Additional Cost2:
Currency/Rate: | Domestic Currenc| ~ ljl Additional Cost3:

B tem [ tem steras Bulk hem

Seq | Gty Received [ Oty on Order |Vendnr's Item no Description ReqRec b anufacturer Lat na Ex

8520281 Y023600 Mon-Fat Plain r'ogurt [L] 12.Jan 2021
2 0 115,61 DME1/3730 Diijon Musztard [30L drurn) 12.Jan 2021
3 0 1276 APED/3720 Anchovy Paste (20U drum) 12Jan 2021
4 0 182366 WS53/3700 Worcestershire Sauce L) 12Jan 2021
v
< >
Rieceipt Detail: i
P Transactions Jtem Datals
Add Delatz Item No: 1024
Oty Rec | Location Our Oty A Item Description:  Mon-Fat Plain Yogurt [L]
M100 Our Warehouse 100 Act Qty Received: 100
Qty per ¥ ltem: 1
Bin Location:
v Pririt oK Cancel

Receipts are entered against previously entered purchase orders.

For info on how purchasing and receipts of inventory relate to inventory and general ledger please see
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Inventory Overview.

To add a new receipt: click the New button.

To edit a receipt: double-click the receipt. Or select the receipt and press Enter or click the Edit
button.

To delete a receipt: select the receipt and click the Delete button.

You can select a receipt with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the receipt no.

The menu has options to

- filter the list by specifying selection criteria such as vendor, warehouse, and PO.
« sort the list by receipt date (descending), receipt no., or purchase order no.

- display the vendor for a selected receipt

- refresh the data displayed to show changes entered by other users, etc.

« print the list

+ post receipts (see notes following)

Tip: To phone the vendor, or send e-mail (via your e-mail program), or display the vendor: select the
receipt, then right-click to display a pop-up menu.

Inventory receipts are entered, then posted. Prior to posting, they may be edited or deleted. To undo a
receipt after posting, you must “reverse” it (enter it again with the opposite amount). Posting updates
the quantity received on the purchase order detail lines, and changes the order status to “completed” if
the order was fully received. You can also change the status yourself if there are to be no more
receipts, or you can mark specific items on the order as completed if no more is to be received.
Posting also updates inventory totals, history, and item costs. To post receipts use post button on
the top menu or choose the Post option when closing the receipts screen.

Order no.

Enter the purchase order number or click the 3 dots button to display a pop-up screen showing all the
outstanding (on order) orders. You can select a vendor so that only orders for that vendor will show. To
deselect the vendor press the delete key. To choose an order from the list, click on it or select it and
press Enter.

When you enter the order number, data from the order will display, such as vendor name and address.
Some order data will be used as defaults for the receipt, such as quantities received and unit costs.

Receipt no.
The receipt number is used to identify this transaction. When entering a new receipt, the program
assigns a default receipt number which you can then change if desired.

Vendor
The vendor no., name, and address for the selected order is displayed. Verify that this is correct, to
help verify that the correct order no. was entered.

Warehouse
The warehouse for the selected order is displayed. Verify that this is correct, to help verify that the

correct order no. was entered.

Receipt Date
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The receipt date defaults to today’s date.
Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the receipt. This defaults to the current calendar month, or the
default period on Your Company if specified there. If your fiscal year doesn’t end in December or your
fiscal periods are not calendar months, you should set the default period regularly to help prevent data
entry errors. Note: The year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Items, Quantities, Lot Numbers, and Costs

The quantity received defaults to the quantity on order for each item. Make changes if required. The
resulting quantity on order after this receipt is displayed in the “Qty on Order” column. The unit costs
(in the vendor’s currency) and item override descriptions also default to what was entered on the order,
and you can override these here too. The program will convert the cost to domestic currency if required
when updating the inventory history and calculating the new item cost.

Non-refundable taxes, such as PST, should be pro-rated and included in the unit cost. Whereas
refundable taxes (where you get a credit from the government), such as GST and VAT, should be
excluded.

Lot number is optional.

Tip: You can display a pop-up menu by right-clicking on the grid.

12.2.3 AP Invoices

AP Invoices Top Previous Next

Located under the Purchasing Menu.

The AP Inwices screen displays inwices in a list showing basic inwice info including invoice date,
vendor, inwice number, amount, balance owing, and due date.

To add a new invoice: click the New button.
To edit an invoice: double-click the inwice. Or select the inwice and press Enter.
To delete an invoice: select the inwice and click the Delete button or right click and select delete.
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Eile Setup View Web Links Windows Help
#Hnm& %Sysnsm.‘iemp Eﬁl:llnwanmry F‘&E E?i."ﬁrvice H i ; ing ing D Reports =) Accounting Transfer
A/P Invoices [ e 4P ivcice | D) Hew PO invice | 3¢ Detece | | [y Cony | @ £mai | 20 post | | [ pam || [ Reresn| @) 1o | |[ > Espot -] | [view: Dutstanding
0 MNew Invoice
5 Copy Selected Inveice Yendor Nn'|:| Wendor Name" | Irvoice Nn| | D escription:
K Delete Selected Invoice £ Date Age Vendor No, Mame Inv Type Inwoice No. Amount Owing Due Period Posted Description  #
@ Email Vendor =1 Click here ta define a filter
90 Post Invoices p 235750 R 008 Znacto Supply A6 F 2433 $1.00 $1.00 3472021 27303 inventory
Print 1041342020 183 1002 Building Management Inc. PO 7E7E $3.00 $3.00 1041342020 1042020 1 PRent
- 5/20/2020 335 1002 Buiding Management Inc. AP 1234567830-1 $100.00 $100.00 5/20/2020  §/2020 Rent
& AP tovoice List 1/8/2020 1468 1007 ZZ Tel AP 1207231 $1.00313  $1.00313 1/28/2020  1/2020 Telephane
14242020 474 1005 Office Stuff Inc. AP 30205 $627.45 $E27.45 142772020 172020 Dffice supplie
1412020 475 1002 Building Management Inc. AP 12020R $1.500.00 $1.500.00 111/2020  1/2020 Fent
ﬁ‘ e 14142020 475 1006 Znadmo Supply AG AP 300229 $6.267.60 $6.267.60 1/6/2020 172020 Irvventory
14142020 475 1008 Sunshine Food Supply Inc. - &P 88350 $2.604.33 $2.604.38 1/26/2020 1/2020 Irveentory
g Quates 1232019 476 1001 Johin McT avish [salssmar) AP 103 455 (07 $455.07 12/31/2019 12/2019 Expenss rspc
— 12/3/2m9 476 1009 Tau collectar for Taxl AP 1220196 $1.352.49 $1.352.49 1./21/2020 12/2019 Sales tax [Ta:
g‘ Purchase Orders 12/3/2m9 476 1010 Tau collectar for Tax2 AP 122019 $624.40 $624.40 1/8/2020  12/2019 Sales tax [Ta
@ e e 1241029 437 1003 Hydra Electric Compary AP 298220 $133.75 $133.75 12/20/2019 12/2013 Electricity
1240/2m9 437 1004 Fast Courier AP 703 $251.85 $251.85 1241542019 12/2019 Courrier
i=’~ AP Invoices 12/8/2019 433 1007 ZZ Tel AP 1126001 $1.027.20 $1,027.20 12/28/29 12/2018 Telephone
‘. 124142013 506 1002 Building Management Inc. &P 12201918 $1.500.00 $1.500.00 12/1/2013  12/2013 Rent
;‘ Vendors
?lj Vendor Items
@6 Buy-for-WoJob ©
< >
Check(g) for invoice 32423
CheckMo.  Date Payment Check Total Voided
Reports 25 Feb 21 1.00 100 [
Type:
Report:
Go

Pilot ERP 1.8.3.564 Regi d To: Pilot ERP Software  User: Admin

You can select an inwoice with the mouse or by the keyboard via the Page Up/Down and arrow keys.
You may also search any column by first clicking on it, then typing in the item you are searching. The
grid will automatically drill down based on your entry.

The check payments for each invoice will optionally display at the bottom of the screen. To open and
review the check(s), simply double click on the check number.

The menu has options to

« display outstanding (unpaid) invoices only

- sort the list by inwice date, due date, inwice no., vendor, amount or any other field in the grid

« copy an inwice (all data except inwice no., PO, date and period, which default as per a new
invoice)

« display the vendor for a selected inwice (right click on inwice)

- display Checks for a selected inwice

- refresh the data displayed to show changes entered by other users, etc.

« print the list

« export to Excel or comma delimited text

« post inwices (see notes following)

Tip: To send an e-mail to the vendor (via your e-mail program), or display the vendor: select the inwoice,
then right-click to display a pop-up menu.
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AP inwices are entered, then posted. Prior to posting, they may be edited or deleted. To undo an
invoice after posting, you must “reverse” it by selecting the reverse option (right click or option on left
toolbar). You can then remowe the inwice by deleting or you may edit and re-post. Posting updates
vendor balances and creates general ledger journal vouchers to update the GL account totals and GL
history.

To post invoices use menu Records | Post or choose the Post option when closing the inwoices
screen. Posting the JVs is a separate job because in a multi-user environment it is possible for this to
conflict with other GL jobs such as printing financial statements. This minimizes the chance of the AP
posting job being unavailable. JVs created by the AP system cannot be modified or deleted even prior
to posting in the GL.

To view only “outstanding” (unpaid) invoices sorted by due date, toggle the outstanding option on the
top menu.

AP invoice Entry

x| - [
Invoice 73847

Wendor: 1008 Sunshine Food Supply Inc. w Posted By:
; ; Posted On:
et - [73047 23888 River Road, Maple Ridge, 22, 14700
nveise e Temns: Net 30 Delay 25
PO: 10043 Seq Item Mo Item Description Unit Cost Qty Ordered Qty Received Total Lot Mo o]
Hide 1 023600 Mor-Fat Plain Yogurt (L] $0.90 853028125 100 $30.00
2 DMET/3730 Dijor Mustard (301 drum) $193.50  115.61083 0 $0.00
3 APEOSIT20 Anchovy Paste (200 drum) $166.60  127.59688 0 $0.00
4 WS5h9/3700 ‘Worcestershire Sauce (L] $367 1823.656 1} $0.00
4 $30.00
Project Mao: | < >

D escription: | Inventary |

Amaount; 90.00(  Irwoice Date: | 204pr 21 ||L.. Period: 2021
Paid: l:l Due Date: 15Map 21 | .| Disc.% Currency/Rate: | Domestic Currenc +
Owing: 50.00|  Discount Date: l:l Dizcount: l:l
| Amant |GL Account |Sub1 |Sub2 |Sub3 |Sub4 |Name |F'r0iec:t Mumber Al
» 50.00 1200 Irventary
£ >

Qg Lancel

Field Descriptions

Vendor

A pop-up screen displays if you type into the vendor number, click, or by the keyboard shortcut
Ctri+Enter. On the Vendor pop-up screen: you can select the vendor by typing the vendor number in
the 1st entry box or by typing the name in the 2nd box, or by selecting the vendor with the mouse or
up/down arrow keys. Click on the selected vendor or press Enter when the selected vendor is

© 2022 Pilot ERP Software



Purchasing 299

highlighted. Or Esc to leave a previously entered vendor unchanged.

Typing the vendor number in the 1st entry box sorts the list by number and selects the first vendor
number matching the characters entered. Typing the vendor name in the 2nd entry box sorts the list by
name and selects the first vendor name matching the characters entered.

On the Vendor pop-up screen you can select Vendor Type via the combobox at the right, so that only
vendors of the selected type show. To deselect a vendor type and show all types, press Delete.

If this is a new vendor, click the 3-dots button to display the vendors screen, so the vendor can be
added.

Invoice no.
Enter the inwoice number from the vendor’s invoice.

Purchase Order no.

Enter the purchase order number from the vendor’s inwice (if desired).

Tip: If your company’s policy is not to enter purchase order numbers, you can prevent this field from
displaying via an option on Your Company.

Project No.
If this purchase was part of a Project, enter the project number here.

Description

Enter a description for this purchase (if desired). This defaults to the vendor default invoice description.
Tip: If your company’s policy is not to enter inwice descriptions, you can prevent this field from
displaying via an option on Your Company.

Amount
Enter the invoice amount from the vendor’s inwice (which will be in the currency defined for this
vendor).

Paid
This is the amount paid so far and is read-only. Payments are entered via AP Checks.

Owing
This is the amount owing and is read-only. It is the original inwice amount minus any payments and
discount taken.

Invoice Date

Enter the inwice date from the vendor’s inwice, or today’s date depending on your company’s policy.
The inwice date defaults to today’s date. The default due date will be based on the inwice date and
the vendor’s terms.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the inwice, the period to which the expense should be applied.
This defaults to the current calendar month, or the default period on Your Company if specified there. If
your fiscal year doesn’t end in December or your fiscal periods are not calendar months, you should
set the default period regularly to help prevent data entry errors. Note: The year is entered as 2 digits
and displayed as 4.
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Example: 11 2001 entered as 11 01

Due Date

This is the date when the inwice becomes eligible for payment if using the AutoCreate feature on the
AP Checks. However inwices can be paid anytime if the “manual” option is selected instead of
AutoCreate. The default due date is based on the inwice date and the vendor’s terms (default number
of days to due date).

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Discount %

This defaults to the vendor’s terms (discount %). If this doesn’t match the terms on the inwice, either
change it here or click the 3-dots button beside the vendor name to display the vendors screen, so the
new data can be entered. Note: If no discount is specified on the vendor, this field will be read-only on

the inwice.

Discount Date
The discount date is based on the inwice date and the vendor’s terms (discount days) and is read-
only. If the invoice is paid on or before this date, the discount (if any) will be taken.

Discount
The discount amount is based on the invoice amount and discount %, and is read-only. If the inwice is
paid on or before the discount date, the discount (if any) will be taken.

Amounts and GL Accounts
Enter the amount for each GL account. The sum of the GL amounts must equal the invoice amount,
otherwise an error message displays. This is to ensure the GL amounts are entered correctly.

If the inwice has GST or VAT tax, enter the total GST or VAT to the GL account for "GST/VAT
Receivable" (called "receivable" since you receive a credit from the government). Other non-refundable
taxes, such as PST, should be pro-rated and combined with the purchase cost of the products or
senices and entered to those expense or inventory GL accounts.

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

GL account numbers are not entered directly on the inwice screen, but instead selected on pop-up
screens which display if you type into the account number columns: main account and optional
subaccounts (if used), or by clicking on the “3 dots” button in the columns, double-clicking in the
columns, or by the keyboard shortcut Ctrl+Enter.

On the GL Account or Subaccount pop-up screen: you can select the account by typing the account
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the account with the
mouse or up/down arrow keys. Click on the selected account or press Enter when the selected
account is highlighted. Or Esc to leave a previously entered account unchanged.

Typing the account number in the 1st entry box sorts the list by account number and selects the first
account number matching the characters entered.

Typing the account name in the 2nd entry box sorts the list by account name and selects the first
account name matching the characters entered.
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On the GL Account (main) pop-up screen you can select account type (revenue or expense, etc.) via
the combobox at the right, so that only accounts of the selected type show. To deselect an account
type and show all types, press Delete.

On the Subaccount pop-up screen there is a checkbox to allow deselecting a subaccount since
subaccounts are optional. Checked = subaccount used. Unchecked = no subaccount. This is

automatically checked when a subaccount is selected. To clear a previously selected subaccount:
uncheck the checkbox and press Enter.

12.2.4 Vendors

Vendors Top Previous Next

Located under the Purchasing | Vendors Menu.
The Vendors screen displays vendors in a list showing basic contact info and amount owed.
To add a new vendor: click the New button. Or New Vendor on left sidebar.

To edit a vendor: double-click the vendor. Or select the vendor and press Enter.
To delete a vendor: select the vendor and click the Delete button.
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Eile Setup View Web Links Windows Help
N - =Y
Gf .
ﬁ Home %,sﬁom setwp [ B nvertory ([0S ses | (5@ service Ed g a Reports 3 Accounting Transfer
Vendors [ €3 e [ 3¢ petese | | [(@ 2o | [ 15 i | [T tiewre | | [ Retiesn| @) +eo | | 13 mpon =] [# show invaice and payment history
0 New Vendor
‘Vendor No. Name:|
¥ Delete Selected Vendor r | | me| |
@ :£ Suspended Vendor Mo. Mame 1099 Contact Phane Balance Currency Cre
[~ Click here to define a fiter
| O 1002 Building Management Inc. Mr. Martin 555-8965 $3,103.00 Domestic Currency
Print |=] Sunshine Feod Supp - - -
E Wendor List .
Vendor no.. |1008 Vendor Type: | Inventory ~ Edit Vendor Types ~ Created: l:l Entered By:
Name: ‘Sunshine Food Supply Inc. | [ suspended Last Edit:  Admin
| I‘
Ractasnqiiee Address Contacts Locations Notes PO's Documents  Print Options Emails.
l:£ Quotes Address Contact
=] = Phone: |512-555-72%8
~#' Purchase Orders Address: |23&&& River Road ‘
o
= | \ ]
= Inventory Receipts
= City: |Maple Ridge Contact: ‘Vera |
=4 AJP Invoices
= State: E-Mail: ‘ap@sunsninafnnd com | =
&% vend
a8 Vendors Zip: [14700 Web: i
p: " |sunshinefood.com
= [0 ] \ @
gz | Vendor Items Country: |
i AR Terms. Other
Discount % l:l Currency: | Domestic Currency LV (N P
Discount days: l:l Default Description: |\nvemurv ‘
Reports
- Net days Tax no/Business no.. [86-27478 ‘
Type
Default number of days to due date: GLAccount No.: l:l ~
Report: [C]FromEnd of Manth - = = »
urch Order S Terms Description
|NET 30 Sub Account 1 Sub Account 2 Sub Account 3 Sub Account 4
G L : ~
° Taxes Defautt Freight Method:  Prepaid & Charged
Tax 1 v | E eat Default Carrier: | Alpine Freight Co. -
Tax 2 « | [F] eat [lose ‘ i
Default Manufacturer: ~
Bank Account N |
Default Payment Type: | ACH w
oK Cancel
Pilot ERP 1.8.3.564 d To:

You can select a vendor with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the vendor no. or select the vendor name from the drop down list. Tip:
You can enter the 1st letters of the vendor name then press the down arrow.

The menu has options to

« sort the list by vendor no. or name

- display inwices for a selected vendor
- display Checks for a selected vendor

- refresh the data displayed to show changes entered by other users, etc.

« print the list

Tip: To display invoices or Checks for a vendor, phone, or send e-mail (via your e-mail program): select
the vendor, then right-click to display a pop-up menu.

Vendor no.

Vendors can be accessed by number or name. Vendor no. is useful if you have multiple vendors with

the same name, such as branches of the same company, or a large number of vendors. When setting
up a new vendor, the program assigns a default vendor number which you can then change if desired.
At any time you can change the vendor number and any history (inwices, Checks, etc.) will
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automatically still be linked to the vendor.

Suspended
Check here to prevent further inwices from being entered for this vendor.

Name
Vendor’s name.

Address
Vendor’s address.

Phone

Main phone number. Additional phone numbers can be specified on the Contacts tab. You can phone
the vendor by clicking the phone button or by right-clicking on the vendors, inwices, or Checks
screens.

Fax
Main fax number. Additional fax numbers can be specified on the Contacts tab.

Contact
Main contact’s name. Additional info and contacts can be specified on the Contacts tab.

E-Mail

Main e-mail address. E-mail addresses for other contacts can be specified on the Contacts tab. You
can send e-mail (via your e-mail program) to the vendor by clicking the e-mail button or by right-clicking
on the vendors, invoices, or Checks screens.

Web Page
URL of vendor’s web page. You can connect to this page (via your web browser) by clicking the
adjacent browser button.

Discount %

Default discount %. When entering new inwices this displays as the initial discount %. The discount
amount on an inwoice is calculated using the discount % rather than keyed directly.

Example: 2 2%

Discount days

Default number of days from invoice date to discount date. When entering inwoices the system uses
this to calculate the default discount date, which you can then change if required. When paying
invoices the check date is compared to the discount date to determine whether the discount can be

taken.

Example: 10 If inwice date is 5th May, then default discount date is 15th May.
Net days

This is the vendor’s requested terms and is used for informational purposes only.
Example: 30 Net 30 days.

Default number of days to due date

Default number of days from invoice date to due date. When entering invoices the system uses this to
calculate the default due date, which you can then change if required. When paying inwices the
optional AutoCreate New Checks feature uses due date to determine which inwices to pay.

Example: 25 If inwoice date is 5th May, then default due date is 30th May.
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Terms Description
If a description is entered, this prints on the purchase orders and quotes as the terms. If nothing is
entered into the description, the system generated terms display based on the terms settings

Currency
Select the currency of this vendor’s inwices. If you need to add a new currency to the drop down list,
click the “3 dots” button. On new vendors this defaults to the default currency on Your Company.

Vendor Type

Select the Vendor Type for this vendor, if desired, or press Delete to remowve a previous selection. If you
need to add a new type to the drop down list, click the adjacent button. Vendor Types are used to
group vendors. Example: Inventory, Shipping, Admin, etc. This facilitates selecting vendors using the
vendor search, and printing reports sorted and/or summarized by vendor type.

Default Description

Default invoice description. When entering new inwices this displays as the initial invoice description.
If you do not want to record inwice descriptions you can suppress this field via Your Company
preferences.

Tax no./Business no.
Some jurisdictions require that you store the vendor’s tax number or business number, such as GST
Registration no. in Canada. This is used for informational purposes only.

Default Freight Method

Select the default Freight method for this vendor. The freight method will automatically copy to all new
Purchase Quotes and Orders for this vendor. You may change the freight method on the PO and
Quote.

Default Carrier

Select the default Carrier for this vendor. The carrier selected here will automatically copy to all new
Purchase Quotes and Orders for this vendor. You may change the freight method on the PO and
Quote.

GL Account No.

Select the default GL Account Number and Sub Account Numbers (if applicable) for this vendor. The
default GL Account number will automatically be used in all new AP Inwoices for this vendor. You will
be able to change the GL Account number when entering the AP Inwice.

Contacts
Use the New, Edit, and Delete buttons to add, modify, and delete contacts for this vendor. Right-click
on a contact to make a phone call or send e-mail (via your e-mail program).
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[ sunshine Fo - o0 X
“endor no.: 1008 Vendor Type: | Inventory - Edit Vendor Types  Created: I:I Entered By:
Name: |Sun5hine Food Supply Inc. | [ suspended Last Edit.  Admin
Address Contacts Locations. Notes PO's Documents  Print Options Emails
i @D hew ||| M Detete
Last Mame First Name Job Title Phone
Smith Sheila Accounts Payable 555-555-3894
B3 sheila Smith at Sunshine Food Supply Inc.
General Mates
M ame
First M ame: Last:
Job Title: |Accounts Payable |
Business 1: |555-555-3834 e [ ]
E-Mail: |ap@sunshinefood.com | =
Ok Lancel
oK LCancel
Notes

Enter any notes you wish to record here. Right-click to toggle Word Wrap. These notes can also be
added to the purchase quote, purchase order and receipts forms.

Invoices

Posted Inwices for the Vendor display here. Double click to view the invoice.

EH sunshine Food Supply Inc.

Vendor no.: Vendor Type: | Admin B Edit Viendor Types  Created: I:I Entered By:
Name: [Sunshine Food Supply Inc. | O suspended LastEdt:  Admin
Address Contacts Locations. Notes Invoices Payments PO's Documents Print Options. Emails
Date Age Invoice Mo, Type Amount Qwing Due Description ~
20 Apr21 0 73847 AP 50.00 50.00 15 May 21 Inventory
01 Jan 20 475 88350 2,604.38 2,604.38 26 Jan 20 Inventory
Payments
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View any check or payment to this vendor through the Payments tab.

Building Management Inc.

Vendor no.: Vendor Type: | Admin B Edit Viendor Types  Created: I:I Entered By:
Name: |Building Management Inc. | [ suspended Last Edit:  Admin

Address Contacts Locations. Notes Invoices Payments PO's Documents Print Options. Emails
Date Check MNo. Invoice No. Amount Posted Recondled
02 Mar 21 1001 1234567890 5100.00 O O
26 Jan 21 12475 12020R §3,000.00 O O

\J

PO's

View all Purchase Orders for this Vendor through the PO's tab.

Building Management Inc.

Vendor no.: | Ll Vendor Type: | Admin ~ Edit Vendor Types  Created: I:I Entered By:
Name: |Building Management Inc. | [ suspended Last Edit:  Admin
Address Contacts Locations Notes Invoices Payments PO's Documents  Print Options Emails
Date Order Mo. Req Receipt Expected Status Amount Printed
26 May 20 PO10006 27 May 20 On Order 15.20
10 Nov 20 10040 11 Now 20 Work Sheet 305.85 D
Documents

Attach documents, images and any other file that pertains to the Vendor. Any vendor document
requirements can be listed and attached. There is a "Print Document" option available if you want the
document or image to automatically print with an associated Purchase Order.

This also allows purchasing and accounting to organize documents related to vendors directly through
pilot and allow them to quickly find and view this information.

Building Management Inc.

endor no.: Vendor Type: | Admin ~ Edit Viendor Types  Created: l:l Entered By:
Name: |Building Management Inc. | [ suspended Last Edit:  Admin
Address Contacts Locations. Notes Invoices Payments PO's Documents Print Options Emails
[ €D e | T it | I petete
Description Filename Print Document ~
“endor Document Reguirements. CAUsers\MC\Documentsi130-U (1).pdf
Copy of Payment Terms CAlsers\MC\Documents\Copy of Payment Terms. xlsx
Print Options

The Print Options screen allows you to select customized print forms for Purchase Quotes and
Purchase orders. If your vendor requires a layout or information different from your standard printed
purchase order, you can modify a customized version of the standard PO form through the Report
Designer and assign that custom PO form to the vendor in this screen.
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= Building Management Inc.

Print Options

Wendor no.: | 1002 Vendor Type: | Admin w Edit Vendor Types  Created: l:l Entered By:
Name: |Euilcling Management Inc. | [ suspended Last Editt  Admin
Address Contacts Locations Notes Invoices Payments PO's Documents ~ Print Options Emails

Purchase CQuote: | Default

Purchase Order: | OrderRepnrtCustun"

Emails

The emails tab shows all emails sent to the vendor through Pilot. It includes the date sent, source (i.e.
Purchase Order, Vendor screen), sender, recipients email, subject, body of the email and any
attachments. This shows all emails sent from any user in Pilot ERP.

= Building Management Inc.

Vendor no.: 1002

Vendor Type:

Admin

~ | [E£] Edit Vendor Types Created:l:l Entered By:

Name: | Building Management Inc.

| [ suspended Last Edit:  Admin

Address Contacts Locations

Notes

Invoices Payments PO's Documents Print Options Emails

Date Sent Source

Sender

Subject -

0472002021 11:26 Purchase Order

Admin

PO10006

<

Dear ,
Please find Purchase Order PO10006 attached...
Thank you,

Admin
Pilot ERP Software
3727 Cerulean Way

Round Rock, TX 78581
Phone: 512-535-4201 | Fax:
admin@piloterp.com
#image#

Filename ~
PO10006.pdf

130-U (1).pdf

Copy of Payment Terms. xlsx

oK LCancel

12.2.5 Vendor ltems

Vendor ltems

Top Previous Next
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Purchasing | Vendor Items

The Vendor Items screen displays vendor items in a list showing vendor, vendor’s item no.,
description, preference, cost in vendor’s currency, cost date, quantity of our item per vendor’s item,
our item number and description, and cost converted to domestic currency and our unit of measure.

Salt (Kg)

Manufacturer Info

Manufacturer: ~ | MFR Cud&:|

MFR tem no.:

General Notes
“endor: Sunszhine Food Supply Inc. e
Vendors tem no.: |5KG1UU | [] suspended
Description: | Salt (Kg) | Preference: IE =
Cost: Oty Price Breaks Cost Date:
Qty per V. ttem: Qur ttem Cost: 125
Unit of Measure: Awverage Cost: |:|
Lead Days:

|

oK Cancel

Purchase orders have the vendor’s item no. and description, and may be a different unit of measure
from your item. The Vendor Item table stores your item number and description for each vendor item,
and the quantity of your item per vendor’s item. example 12 if the vendor sells the item by the case of
12. You can specify alternate vendors and/or sizes for purchasing each of your items, view unit costs
converted to your currency and unit of measure, and indicate your preference.

To add a new vendor item: click the New button. Or menu Records | New.

To edit a vendor item: double-click the item. Or select the item and press Enter or click the Edit
button. Or menu Records | Edit.

To delete a vendor item: select the item and click the Delete button. Or menu Records | Delete.

You can select a vendor item with the mouse or by the keyboard via the Page Up/Down and arrow
keys. Or click the Find button, then enter the vendor’s item no. or select the vendor’s item description
from the drop down list. Tip: You can enter the 1st letters of the vendor’s item description then press
the down arrow. Also you can filter the list to show only vendor items for a selected item and/or vendor.

The menu has options to

© 2022 Pilot ERP Software



Purchasing 309

- filter the list by specifying selection criteria such as vendor, our item, or “suspended”
« sort the list by vendor’s item no., description, or preference

« copy a vendor item (all data except vendor’s item no.)

- display the vendor for a selected vendor item

- display the item for a selected vendor item

- display inventory totals for a selected item

- display inventory history (transactions) for a selected item

- refresh the data displayed to show changes entered by other users, etc.

«  print the list

Tip: To phone the vendor, or send e-mail (via your e-mail program), or display inventory totals or history
for an item: select the vendor item, then right-click to display a pop-up menu.

Item

A pop-up screen displays if you type into the item number, click, or by the keyboard shortcut
Ctri+Enter. On the ltem pop-up screen: you can select the item by typing the item number in the 1st
entry box or by typing the description in the 2nd box, or by selecting the item with the mouse or up/
down arrow keys. Click on the selected item or press Enter when the selected item is highlighted. Or
Esc to leave a previously entered item unchanged.

Typing the item number in the 1st entry box sorts the list by number and selects the first item number
matching the characters entered. Typing the item description in the 2nd entry box sorts the list by
description and selects the first item description matching the characters entered.

On the ltem pop-up screen you can select Item Type via the combobox at the right, so that only items
of the selected type show. To deselect an item type and show all types, press Delete.

If this is a new item, click the 3-dots button to display the items screen, so the item can be added.

Vendor

A pop-up screen displays if you type into the vendor number, click, or by the keyboard shortcut
Ctri+Enter. On the Vendor pop-up screen: you can select the vendor by typing the vendor number in
the 1st entry box or by typing the name in the 2nd box, or by selecting the vendor with the mouse or
up/down arrow keys. Click on the selected vendor or press Enter when the selected vendor is
highlighted. Or Esc to leave a previously entered vendor unchanged.

Typing the vendor number in the 1st entry box sorts the list by number and selects the first vendor
number matching the characters entered. Typing the vendor name in the 2nd entry box sorts the list by
name and selects the first vendor name matching the characters entered.

On the Vendor pop-up screen you can select Vendor Type via the combobox at the right, so that only
vendors of the selected type show. To deselect a vendor type and show all types, press Delete.

If this is a new vendor, click the 3-dots button to display the vendors screen, so the vendor can be
added.

Vendor’s Item no.
Enter the vendor’s item no. This will print on purchase orders, rather than our item no.

Description
The default description for this vendor item. You can override this when entering purchase orders or

© 2022 Pilot ERP Software



310 Pilot ERP Manual

receipts.

Preference
Optionally enter a number to indicate preferred vendor and/or size (item). 1 = Highest. Default is 3.
Tip: You can use the + or - keys to increase or decrease. Or use the up and down arrows.

Suspended
Check here to prevent further purchase orders from being entered for this vendor item.

Cost of Vendor’s Iltem
Enter the cost of the vendor’s item in the vendor’s currency. This is the default cost when entering
purchase orders. You can override this on the purchase order or on the receipt(s).

Cost Date

The date when the vendor’s cost was last obtained. This defaults to today’s date anytime the cost is
changed.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Quantity per Vendor’s Item

Convwersion factor: quantity of our item per vendor’s item.

Example 1: If you sell bottles of pop and purchase them in cases of 12, then enter 12.
Example 2: If you sell bottles and purchase by the bottle, enter 1.

Cost of Our Item

Our item cost is calculated based on the vendor's item cost, currency exchange rate, and quantity of
our item per vendor's item. To compare costs for multiple vendor’s and/or sizes, you can filter the list
to show only vendor items for a selected item. You can then sort the list by Preference if desired.

Notes
Enter any notes you wish to record here.

12.2.6 Buy for WO/Job

The Buy for WO/Job displays open work orders which may need purchase orders created. This is a
separate screen to allow purchasing to create PO's using the Buy for WO/Job option without giving them
access to the Work Order or the Senice Jobs screens.

© 2022 Pilot ERP Software



Purchasing

12.3

E Pilot ERP - Pilot ERP Software

311

File Setup View

Web Links Windows Help

“J - =
ﬁHome %Sysmemsaup Invenwry T8 saes E.E.Sewise m

ing Eﬂepens 230 Accounting Transfer

Buy-for-WO/Job

[E s.;,-rfmrm] IG kfrzshl @ ]

[E55' New Buy-for 10 f1oh

Work Orders Jobs

Date Order Ma.
12Feb 20 10016

Location

Reg Receipt
27 Mar 20

Release Date  Status

Priority Qty Ordered Qty Received Qty Remaining Item Mo,

2

1

1002

12Feb 20 10017

26 Feb 20

2

1

1003

-~

N
ﬁ Purchasing Home
TZID Quotes

E‘ Purchase Orders

=
Vendor Items

Buy-for-WO,Job

Reports
Type:
Report:

Purchase Order Status ~

Ga

<

Pilot ERP 1.8.2.556  Registered To: Pilot ERP Software  User: Admin

Purchase Orders Reports

Purchase Orders Reports Top Previous Next

Purchase Orders | Reports

Purchase Order Status
This report shows the status of purchase orders, date ordered, requested receipt date and whether
received yet. The receipt date and receipt no. print for each receipt. The report may be filtered to show

only purchase orders for a selected status (work sheet, on order, completed, cancelled), vendor or
item.

Purchase Order Detail
This report shows purchase orders with items, quantity ordered, received, and quantity on back-order.

The report may be filtered to show only purchase orders for a selected status (work sheet, on order,
completed, cancelled), vendor or item.

Quantity Available (MRP)
This report shows current inventory levels and extrapolates into the future as the inventory is depleted
by sales orders, increased by purchase orders, manufactured goods increased by manufacturing
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orders, and materials (raw materials, packaging materials, and intermediate items) depleted by usage
for manufacturing orders. The report highlights if the current inventory level or future inventory level will
fall below the Minimum Quantity specified for each item.

It is used for MRP (Material Requirement Planning) for materials required for production, for scheduling
manufacturing (together with the resource scheduling reports), shipping of sales orders, and
purchasing. The report may be filtered to show only data for a selected item type or item, or only items
below minimum.

Tip: You can extend the range of this report by entering “dummy” sales orders and manufacturing
orders to show forecasted future demand, planned production, and resulting material requirements.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
Purchase Orders

Receipts

Other

An ODBC driver is available (free upon request for end-user versions of Pilot) for creation of custom
reports via MS Access or Crystal Reports, mail merge with MS Word, and to import Pilot data to MS
Excel, etc.
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13 Accounting

13.1 Accounting Overview

Accounting Overview Top Previous Next

The General Ledger system tracks budget and actual financial data in order to produce financial
statements such as an Income Statement and Balance Sheet, the Trial Balance Report, General
Ledger Report, GL Totals Screen, GL History Screen, and the Bank Book.

Data is passed to the GL system from the AP and AR automatically via Journal Vouchers with
expenses and revenues converted from foreign currency to domestic currency. "You can trade globally
in multiple currencies while your books remain in domestic currency”. For more info on multi-currency
operation see Multi-currency Ovenview.

Data is keyed directly to the GL system via Journal Vouchers to record

- initial entry of opening balances

+ bank charges and interest

« depreciation

« corrections and adjustments to previous GL transactions

« purchase of foreign currency

- foreign currency AP, AR, and bank balances conversion to domestic currency

« inventory accrual for goods received but not yet inwiced, WIP, etc. See Inventory.
See Examples of Journal Vouchers.

Year-end closing entries are generated by the system.

GL account numbers are comprised of the main account and 3 optional subaccounts, which can be
used for branch, division, department, project, product group or whatever. These don't have to be built
into the main GL account number. So for data entry, when selecting the main account (responsibility)
you don't have to scroll past all the various subaccounts. Nor do you have to set up every combination
of main and subs that will occur. And financial statements can be run for selected subaccounts without
having to set up separate statement formats. For example an income statement (profit and loss) for
product group "Frozen Pies", and/or division "West", etc. Or select no subs to get a summary
consolidated report.

A subaccount can apply to any GL account, not just one. So for example, a business that sells
musical instruments could have a subaccount for instrument type: drums, guitars, keyboards.
Revenues and expenses could then be tracked by instrument type and this would facilitate financial
statements by type (drums only, guitars only) or summarized (all instrument types) using the same
financial statement and selecting instrument type when they select the report. So they could see the
profitabillity of the drums side of the business, or guitars, etc. The same could apply to department,
branch, division, project, etc.

So instead of just main accounts:
4000 Sales

5000 Cost of Goods Sold

5126 Advertising
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You could use a subaccount for instrument type:
10 Drums

20 Guitars

30 Keyboards

And therefore the following GL accounts would be possible:
4000-10 Sales - Drums

4000-20 Sales - Guitars

4000-30 Sales - Keyboards

5000-10 Cost of Goods Sold - Drums

5000-20 Cost of Goods Sold - Guitars

5000-30 Cost of Goods Sold - Keyboards

5126-10 Advertising - Drums

5126-20 Advertising - Guitars

5126-30 Advertising - Keyboards

Where 4000, 5000, and 5126 are main accounts and 10, 20, and 30 are subaccounts. Note: Each
subaccount only has to be defined once (not for every account) and can be used for any GL account.

GL Accounts
Journal Vouchers
Budget

GL Totals

GL History

GL Reports

13.2 GL Accounts

GL Accounts Top Previous Next
Accounting menu.
The GL Accounts screen displays accounts in a list showing account no., name, and type.

Your GL accounts are often referred to as your chart of accounts. They are used to record revenue and
expenses, and the increases and decreases of your assets, liabilities and owner's equity.
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GL account numbers are comprised of the main account and 3 optional subaccounts, which can be
used for branch, division, department, project, product group or whatever. These don't have to be built
into the main GL account number. So for data entry, when selecting the main account (responsibility)
you don't have to scroll past all the various subaccounts. Nor do you have to set up every combination
of main and subs that will occur. And financial statements can be run for selected subaccounts without
having to set up separate statement formats. For example an income statement (profit and loss) for
product group "Frozen Pies", and/or division "West", etc. Or select no subs to get a summary
consolidated report.

GL account numbers and names displayed on reports and non-entry screens are comprised of the
main account and subaccounts separated by hyphens (-).
For example: 1200-10-95-1 Inventory - Department Ten - Frozen Pies - West

A subaccount can apply to any GL account, not just one. So for example, a business that sells
musical instruments could have a subaccount for instrument type: drums, guitars, keyboards.
Revenues and expenses could then be tracked by instrument type and this would facilitate financial
statements by type (drums only, guitars only) or summarized (all instrument types) using the same
financial statement and selecting instrument type when they select the report. So they could see the
profitabillity of the drums side of the business, or guitars, etc. The same could apply to department,
branch, division, project, etc.

So instead of just main accounts:
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4000 Sales
5000 Cost of Goods Sold
5126 Advertising

You could use a subaccount for instrument type:
10 Drums

20 Guitars

30 Keyboards

And therefore the following GL accounts would be possible:
4000-10 Sales - Drums

4000-20 Sales - Guitars

4000-30 Sales - Keyboards

5000-10 Cost of Goods Sold - Drums

5000-20 Cost of Goods Sold - Guitars

5000-30 Cost of Goods Sold - Keyboards

5126-10 Advertising - Drums

5126-20 Advertising - Guitars

5126-30 Advertising - Keyboards

Where 4000, 5000, and 5126 are main accounts and 10, 20, and 30 are subaccounts. Note: Each
subaccount only has to be defined once (not for every account) and can be used for any GL account.

On the GL Accounts screen toolbar there is a combobox to select Main or Subaccount1, 2, or 3. You
can use this to change the list to show subaccounts and the New, Edit, Delete buttons to apply to
subaccounts rather than the main account.

To add a new account: click the New button. Or menu Records | New.

To edit an account: double-click the account. Or select the account and press Enter or click the Edit
button. Or menu Records | Edit.

To delete an account: select the account and click the Delete button. Or menu Records | Delete.

You can select an account with the mouse or by the keyboard via the Page Up/Down and arrow keys.
Or click the Find button, then enter the account no. or select the account name from the drop down
list. Tip: You can enter the 1st letters of the account name then press the down arrow.

The menu has options to

- filter the list by specifying selection criteria such as type (asset, liability, etc.)
« sort the list by account no. or name

- display totals for a selected account

- display history (transactions) for a selected account

- refresh the data displayed to show changes entered by other users, etc.

« print the list

Tip: To display totals or history for an account: select the account, then right-click to display a pop-up
menu.

GL Account Types
Sample Chart of Accounts

Account no.
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Accounts can be accessed by number or name. The financial statements print summarized data
based on user-defined ranges of account numbers. Therefore it is convenient, though not essential, for
account numbers to be assigned in ranges.

Example: 5110 Auto Supplies, 5111 Office Supplies, 5112 Courier, 5113 Telephone, etc.

Note: You can change the account number and the history will automatically still be linked to the
account, but you will have to adjust the account ranges on the financial statements.

Suspended
Check here to prevent further transactions from being entered for this account.

Name

The account name.
Example: Charitable Donations

Type
Account Type: Asset, Liability, Revenue, Expense, or Equity.

On the equity account that is used for prior years retained earnings, check the Retained Earnings
checkbox. At year-end the program will move the net of revenues and expenses to this account.
Current year retained earnings is not a separate account.. it is the net of the current year revenue and
expense accounts.

Notes
Enter any notes you wish to record here.

13.21 GL accounts Types

GL Account Types Top Previous Next

GL Accounts are segregated into the following types:

Revenue Accounts
Sales - Goods or senices sold to your customers.

Expense Accounts
Telephone, Courier, Office supplies, etc. - Expenses incurred while doing business.

Asset Accounts

Cash - It includes coins, currency, Checks, and postal and bank money orders. The balance shows
both the cash on hand and that on deposit in the bank.

Accounts Receivable - Goods and senices are often sold to customers on the basis of a promise of
future payment. Accounts receivable are increased by sales on credit and are decreased by customer
payments. Since it is necessary to know the amount currently owed by each customer, a separate
record must be kept of each customer's purchases and payments. As well, the total of all those
increases and decreases is kept in one account called Accounts Receivable.

Inventory - ltems purchased for resale.

Equipment - Increases and decreases in such things as computers, desks, machinery, etc. are
commonly recorded in accounts called Computer equipment, Office equipment, Machinery and
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Equipment etc.

Liability Accounts

Accounts Payable - An account payable is an amount owed to a creditor. Accounts payable result
from the purchase of merchandise, supplies, equipment, inventory, and senvices on credit. Since it is
necessary to know the amount owed each creditor, an individual record must be kept of the purchases
from and the payments to each. As well, the total of all those increases and decreases is kept in one
account called Accounts Payable.

Taxes Payable - Income tax and sales taxes collected on behalf of your government.

Equity Accounts

The total of the equity accounts is called Owners’ Equity. For a corporation this is called Shareholders
> Equity; for a partnership, Partners’ Equity; and for a sole proprietorship, Proprietor’s Equity. Tip:
Owners’ Equity always equals total assets minus total liabilities.

Capital Stock - Shareholders’ equity in a corporation represented by transferable certificates showing
shares of ownership.

Contributed Capital - Amounts invested by the owner(s).

Retained Earnings - Accumulated earnings, less accumulated losses and dividends. On the equity
account used for prior years retained earnings, check the Retained Earnings checkbox. At year-end
the program will mowve the net of revenues and expenses to this account. Current year retained
earnings is not a separate account.. it is the net of the current year revenue and expense accounts.
The balance sheet includes both prior years retained earnings and current year retained earnings. In
the sample data the Equity line specifies the account range 3110 to 9999, thereby including 3110 Prior
Years Retained Earnings and 3111 to 9999 which includes all the expense and revenue accounts.

GL Accounts
Sample Chart of Accounts

13.2.2 Sample Chart of Accounts

Sample Chart of Accounts Top Previous Next
Account no. Name Type
1006 Bank Asset
1112 Accounts Receivable Asset
1113 Exchange on Foreign Receivables Asset
1200 Inventory Asset
1721 Equipment Asset
1821 Accumulated Depreciation Equipment Liability
2032 Accounts Payable Liability
2034 Exchange on Foreign Payables Liability
2040 Sales Tax Payable Liability
2050 Income Tax Payable Liability
3110 Proprietor's Capital or Retained Earnings Equity
3111 Proprietor's Withdrawals or Salary Expense
4000 Sales Revenue
4999 Cash Discounts Revenue
5000 Cost of Goods Sold Expense
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5110
5111
5112
5113
5114
5115
5116
5117
5118
5119
5120
5121
5122
5123
5124
6000
6001
6002
6003
6004
6005
7121
7130
7820
9020
9110
9025
9030

Auto Supplies

Office Supplies

Courier

Telephone

Postage

Banking Charges

Meals and Entertainment
Travelling

Professional Fees

Business Taxes and Licenses
Charitable Donations
Courses and Training

Dues and Memberships
Magazines and Books
Promo and Gifts

Rent on Building

Business Use of Home
Electricity

Insurance

Water

Property Taxes

Depreciation Equipment
Gain/Loss Disposal of Assets
Misc Income and Expense
Gain/Loss Foreign Exchange
Income Tax Current Year
Bad Debts

Purchase Discounts

13.3 Journal Vouchers

Journal Vouchers

Accounting menu.

Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense

Top Previous Next

The Journal Vouchers screen displays JVs in a list showing summary info including period, JV no.,
source, description, date, and amount.
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Data is passed to the GL system from the AP and AR automatically via Journal Vouchers with
expenses and revenues converted from foreign currency to domestic currency. "You can trade globally
in multiple currencies while your books remain in domestic currency”.

Data is keyed directly to the GL system via Journal Vouchers to record

. initial entry of opening balances

. bank charges and interest

. depreciation

. corrections and adjustments to previous GL transactions

. purchase of foreign currency

. foreign currency AP, AR, and bank balances conversion to domestic currency

See Examples of Journal Vouchers.

To add a new Journal Voucher: click the New button.

To edit a Journal Voucher: double-click the JV. Or select the JV and press Enter or click the Edit
button.

To delete a Journal Voucher: select the JV and click the Delete button.

You can select a Journal Voucher with the mouse or by the keyboard via the Page Up/Down and arrow
keys. Or click the Find button, then enter the JV no and/or period. Selecting the JV only will find the
1st JV with that JV number. Selecting the period only will find the 1st JV in that period. Selecting JV
no. and period will search on both.
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The menu has options to

. filter the list by specifying selection criteria such as source (AP Inwices, AR Payments, GL
JVs, etc.)

. sort the list by period or JV no.

. copy a JV (all data except JV no., date and period, which default as per a new JV)

. refresh the data displayed to show changes entered by other users, etc.

. print the list

. print a selected JV

. post JVs (see notes following)

Journal vouchers are entered, then posted. Prior to posting, they may be edited or deleted. Posted JVs
(except those from prior years or automatically created by AP or AR) can be unposted from the “Edit”
screen if they need to be edited or deleted. Posting updates account totals and GL history. To post
JVs use menu Records | Post or choose the Post option when closing the JVs screen.

Journal vouchers are also automatically created by posting AP inwices, AP Checks, AR inwices, and
AR payments. These JVs must also be posted in the GL system. Posting these JVs is separate job
because in a multi-user environment it is possible for this to conflict with other GL jobs such as printing
financial statements. This minimizes the chance of the AP and AR posting jobs being unavailable. JVs
created by other systems cannot be modified or deleted even prior to posting in the GL.

Period

This is the fiscal period and year of the journal voucher. This defaults to the current calendar month, or
the default period on Your Company if specified there. If your fiscal year doesn’t end in December or
your fiscal periods are not calendar months, you should set the default period regularly to help prevent
data entry errors. Note: The year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Date

The transaction date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

JV no.

The journal voucher number is used to identify the journal voucher, and shows on the GL History
screen and on the General Ledger Report. When entering a new JV, the program assigns a default JV
number which you can then change if desired.

Auto-Reverse

An auto-reversing JV is actually 2 JVs: you enter it as 1 JV but it is as if you entered two. You enter it
as 1 JV with the Auto-Rewerse checkbox checked. Then when you post it, it goes into the system as 2
JVs: one as you entered it, and another to the next period with the opposite amounts hitting the GL
accounts. This saves you the bother of having to enter 2 JVs. Alternatively you could enter 2 JVs and
ignore the "Auto-Reverse" feature.

An example of when you would reverse a JV in the next period is an "accrual", such as when you have
received inventory but not yet received the AP inwice. You want the financial statements to reflect that
you owe money, and you want to reset the books after the financial statements are printed (ie. in the
next period) since the inwice will eventually arrive.
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Another example is the period-end conversion of foreign currency balances (such as foreign money in
the bank, or receivables, or payables, etc.), where you want the foreign currency balances to show in
domestic currency on the financial statements. Then you want the foreign balances reset back to the
foreign currencies after the financial statements are printed (after period-end).

Description
The transaction description shows on the GL History screen and on the General Ledger Report.
Example: To record depreciation

Amounts and GL Accounts
Enter the amount for each GL account. Debits are keyed as positive numbers and credits are keyed as
negative numbers.

Expense accounts are normally debits. Example: $100 (expense incurred)
Revenue accounts are normally credits. Example: -$100 (revenue earned)
Asset accounts are normally debits. Example: $100 (money in bank)
Liability accounts are normally credits. Example: -$100 (money owed)

The total debits must match the total credits.
Example: total debits = $200 and total credits = -$200

Tip: You can display a pop-up menu with options for New (line) and Delete (line) by right-clicking on the
grid.

GL account numbers are not entered directly on the JV screen, but instead selected on pop-up
screens which display if you type into the account number columns: main account and optional
subaccounts (if used), or by clicking on the “3 dots” button in the columns, double-clicking in the
columns, or by the keyboard shortcut Ctrl+Enter.

On the GL Account or Subaccount pop-up screen: you can select the account by typing the account
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the account with the
mouse or up/down arrow keys. Click on the selected account or press Enter when the selected
account is highlighted. Or Esc to leave a previously entered account unchanged.

Typing the account number in the 1st entry box sorts the list by account number and selects the first
account number matching the characters entered.

Typing the account name in the 2nd entry box sorts the list by account name and selects the first
account name matching the characters entered.

On the GL Account (main) pop-up screen you can select account type (revenue or expense, etc.) via
the combobox at the right, so that only accounts of the selected type show. To deselect an account
type and show all types, press Delete.

On the Subaccount pop-up screen there is a checkbox to allow deselecting a subaccount since
subaccounts are optional. Checked = subaccount used. Unchecked = no subaccount. This is

automatically checked when a subaccount is selected. To clear a previously selected subaccount:
uncheck the checkbox and press Enter.

Posting

JV's must be posted to update the General Ledger reports. Click on the Post button at the top of the
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Journal Voucher page to open the posting screen. You can post individual JV's by checking the Post
checkbox next to each JV and then clicking "Post Selected". To post ALL unposted JV's, click the

Post All button.

Post Journal Vouchers

Post Date GL Year GL Period ¥ Mo, Amount Posted ~
] 213/2020 2020 2 1066 $100.00 ]
(] 2/25:202 2021 2 1067 $£1.00 ]
L] 2/25/20A1 2021 2 1063 $£1.00 ]
[ |2/26/2021 2021 2 1069 $1.00 ]
L] 225202 2021 2 1070 $1.00 ]
(] 2/25:202 2021 2 1071 $£1.00 ]
L] 2/25/20A1 2021 2 1072 $£1.00 ]
[ |2/26/2021 2021 2 1073 $102.26 ]
1 8A4/2020 2020 a 1074 $0.00 ]
] 2m0201 2021 3 1075 $37.774.00 ]
] 3s020 2021 3 1076 $1.860.00 ]
(] as220 2021 3 1077 $45.00 ]
1 3202 2021 K] 1073 $1.036.00 ]
L] 345220 2021 3 1073 $1.425.00 ]
] 3s020 2021 3 1080 $1.284.00 ]
1 3m:20 el 12k 3 1n&1 42 BRI N0 ] =
44 V(2] to be pozsted Post Selected
Cancel

13.3.1 Examples of Journal Vouchers

Examples of Journal Vouchers

Conventions

Debits are keyed as positive numbers and credits are keyed as negative numbers.
Expense accounts are normally debits. Example: $100 (expense incurred)
Revenue accounts are normally credits. Example: -$100 (revenue earned)

Asset accounts are normally debits. Example: $100 (money in bank)

Liability accounts are normally credits. Example: -$100 (money owed)

Initial Entry of Opening Balances
This example shows a company starting Pilot ERP midway through the year.

Description: To record initial opening balances

$2000

Salary Salary expense this year

Top Previous Next
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-$3000 Sales Sales revenue this year
-$1000 Retained Earnings Prior years revenue $5000 and expenses $4000
$1900 Bank Money in the bank

-$100 Accounts Payable Money owed by your company to vendors

$200 Accounts Money owed to your company by customers
Receivable
See Getting Started for more info on entry of opening balances.

Bank Charges and Interest
Description: To record bank charges and interest

$15 Bank Charges Bank Charges expense account increased

$50 Misc Income and Interest charged: expense account increased
Expense

-$10 Misc Income and Interest earned: expense account decreased
Expense

-$55 Bank Bank asset account is decreased

Corrections and Adjustments to Previous GL Transactions
This example corrects an error originally keyed on an AP inwice.
Description: To correct allocation of AP invoice no. 12345

-$10 Electricity Incorrect expense account is decreased
$10 Office Supplies Correct expense account is increased

Cost of Goods Sold (automatically created by AR system)
This records the cost of inventory sold (regardless of the price paid by the customer).
Description: To record cost of goods sold

$100 Cost of Goods Sold Expense account is increased
-$100 Inventory Inventory asset account is decreased
Depreciation
Description: To record depreciation
$100 Depreciation Depreciation expense account is increased

-$100 Accumulated Balancing entry: credit to liability account
Depreciation

Purchase of Foreign Currency

The balance in your foreign currency bank account is low, so you transfer funds from your domestic
currency account.

This example shows a Canadian company purchasing $200 US dollars for $280 Canadian.
Description: To record the purchase of US funds

-$280 Canadian Bank Canadian Bank GL account is decreased
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$200 US Bank US Bank GL account is increased
$80 Gain/Loss Foreign Balancing entry: expense account
Exchange

Foreign Currency AP, AR, and Bank Balances Conversion to Domestic Currency

Done each month-end before printing statements via automatically reversing JVs.

This example shows a Canadian company converting a $200 US bank balance to $260 Canadian
(exchange rate is 1.3).

Description: To convert US bank balance to Canadian for reporting purposes

$60 US Bank Balance of Bank GL account X (exchange rate -
1)
-$60 Gain/Loss Foreign Opposite side of above entry: -$60 expense
Exchange

This will convert the balance in a foreign payables GL account using today's exchange rate of 1.3 (in
this example the balance of the AP GL account was -$100). The financial statements show the total
liability by combining the balances of the exchange on foreign payables and foreign payables
accounts.

Description: To convert US payables to Canadian for reporting purposes

-$30 Exchange on Foreign Balance of AP GL account X (exchange rate -
Payables1)

$30 Gain/Loss Foreign Opposite side of above entry: $30 expense
Exchange

This will convert the balance in a foreign receivables GL account using today's exchange rate of 1.3 (in
this example the balance of the AR GL account was $100). The financial statements show the total
asset by combining the balances of the exchange on foreign receivables and foreign receivables
accounts.

Description: To convert US receivables to Canadian for reporting purposes

$30 Exchange on Foreign AR Balance of AR GL account X (exchange rate - 1)

-$30 Gain/Loss Foreign Opposite side of above entry: -$30 expense
Exchange

Accounts Payable Invoice (automatically created by AP system)
This example shows a Canadian company purchasing office supplies for $100 US dollars.
Description: AP Invoice 12489 for Acme Supplies (1001)

$130 Office Supplies Expense account is increased
-$100 Accounts Payable Liability account is increased (credit)
-$30 Gain/Loss Foreign Balancing entry: expense account decreased
Exchange(credit)

Accounts Payable check (automatically created by AP system)
This example shows a Canadian company issuing a check for $100 US dollars.
Description: AP check 25825 for Fast Courier (1002)

-$100 US Bank Bank asset account is decreased (credit)
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$100 Accounts AP liability account is decreased (debit)
Payable

Accounts Receivable Invoice (automatically created by AR system)
This example shows a Canadian company selling goods for $100 US dollars.
Description: AR Invoice 10005 for ABC Wholesale (1002)

-$130 Sales Revenue account is increased (credit)
$100 Accounts Receivable AR asset account is increased (debit)
$30 Gain/Loss Foreign Balancing entry: expense account increased
Exchange(debit)

Accounts Receivable Payment (automatically created by AR system)
This example shows a Canadian company recording a payment for $100 US dollars.
Description: AR check 57894 for ABC Wholesale (1002)

$100 US Bank Bank asset account is increased (debit)
-$100 Accounts AR asset account is decreased (credit)
Receivable

13.4 GL Budget

GL Budget Top Previous Next

Accounting menu.

The GL Budget screen displays budget records in a list showing GL account, fiscal year, and budgeted
amounts for opening balance and net change for each period. Accounts which do not have any budget
data are also included in the list.
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Pilot ERP - Pilot ERP Software

File Setup View Dats Collection Web Links  Windows Help
* Home .b Systam Szt ? Invantary t‘ Sales E‘i Sarvice H i g Reports | Accounting Transfer
GL Budget [on Ixne.hm“[@m“[em;mlow]
sy Budget for Selected Account D'rag a column header hers ta group by that column
¥ Delete Selected Budget
Account No. Name ‘Year Opening Bal  Period 1 Period 2 Period 3 Period 4 Period 5
5118 Professional Fees
5119 Busingss Tawes and Licenses
5120 Charitable Donations
Brint 5121 Courses and Training
5122 Dues and Memberships
3 oL Budget 5123 Magazines and Books
5124 Proma and Gifts
# T T 5125 Telephone - Long Distance Charges 2020 300,00 300.00 300.00 300.00 300.00
5126 Advertising - Yellow Pages 2020 150.00 150.00 150.00 150.00 150.00
= GL Accounts 5127 Small Tools
5128 Freight
# Journal Vouchers 5130 Freight In
= 5150 WIP Variance
[ oLeudget 5210 Absorbed Labor
- - 5300 Subcontract Cost
ank Recondliaton £580 Absorbed Overhead
ﬁi_ Bank Accounts EO00 Fent on Buiding 2020 150000 150000 150000 150000 150000
— E002 Electricity 2020 12000 12000 120.00 120.00 120.0
ﬁ Customer Payments BO03 Inzurance
B004 w ater
% Customer Deposits B005 Property Taxes
— EE45 AP Taw
g‘ Checks 14 Depreciation Computer Equipment 2020 100.00 100.00 100.00 100.00 100.00
F O 72z Depreciation Furniture and Fistures 2020 125.00 126.00 126.00 125.00 125.00
= Faz0 tisc Income and Expense
s000 Management Compensation
3020 Gain/Loss Forsign Exchange - Foreign 1
Reports 3021 Gain/Losz Foreign Exchange - Foreign 2
025 Bad Debts
Type: 5030 Purchase Discounts - Domestic
9031 Purchase Discounts - Foreign 1
Report: 032 Purchase Discounts - Foreign 2
General Ledger i 9075 Income T ax 2020 1,750.00 1.750.00 1,750.00 1,750.00 1.750.00 »
o £ >
Pilot ERP 1.8.3.564  Reqi: To: Pilot ERP User: Admin

Budgeting is done at the GL account (main account and optional subaccounts) level. The budget is
printed on the Trial Balance Report and is used for the Financial Statements.

To add a new budget record: click the New button. Or menu Records | New. The GL account of the
selected record becomes the default on the new budget record, so you may find it convenient to select
a record before clicking the New button.

To edit a budget record: double-click the record. Or select the record and press Enter or click the
Edit button.

To delete a budget record: select the record and click the Delete button.
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2020 Budget: Rent on Building

Account: Fent on Building W
el
Amounts

Opening Bal: |:| "

Period 1: [ |

Period 2: [ |

Period 3: [ |

Period 4: [ |

Period 5 [ |

Period E: [ |

Period 7: [ |

Period &: |

Period 9: [ |

Period 10t ]

Period 11: ]

Period 12: ]

ok LCancel

You can select a budget record with the mouse or by the keyboard via the Page Up/Down and arrow
keys. Or click the Find button, then enter the account no. or select the account name from the drop
down list. Tip: You can enter the 1st letters of the account name then press the down arrow. This
selects the 1st budget record for that GL account, so if there is more than one you will also need to
use the mouse or arrow keys.

The menu has options to

« filter the list by specifying selection criteria such as account type or fiscal year
« sort the list by account no. or name

- display totals for a selected account

- display history (transactions) for a selected account

« refresh the data displayed to show changes entered by other users, etc.

«  print the list

—~

Tip: To display totals or history for an account: select a record for the account, then right-click to
display a pop-up menu.

The budget may be entered by either keying the opening balance and net change for each period or by
moving the slider controls. Changing a slider position updates the corresponding amount and vice-
versa.

© 2022 Pilot ERP Software



Accounting 329

The sliders are normally moved with the mouse, but can also be adjusted via the arrow keys for fine
tuning. The scale is initially set to $10,000 max, but is adjusted based on the amounts entered if you
go back to edit an account.

As expense and asset accounts are normally debits (entered as positive amounts), the slider controls
start at zero and increase as you move them to the right. To enter a credit for an expense or asset
account you must key the amount, rather than use the slider.

As revenue, liability, and equity accounts are normally credits (entered as negative amounts), the

slider controls start at zero and decrease as you move them to the right. To enter a debit for a revenue,
liability, or equity account you must key the amount, rather than use the slider.

13.5 Bank Reconciliation

Bank Reconciliation
Top Previous Next

Accounting | Bank Reconciliation

The Bank Reconciliation is used to verify that the bank GL account balance matches the bank stmt
closing balance after adjusting for outstanding AR deposits and AP Checks, etc.
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Bank Reconciliation

[ A Close l oy Select Al l BE unsslect All ] i, Recandie l 1B prine l > Export ] [G Ref{:—sh[ @ = ] Account: B o) . Domestic v
Statement [1ate: 20 Feb 2021 Deposits: $100.00 Last Statement:
Statement Description/Refersnce: | Feb Rec [-] Payments: [$1.500.00) Statement Balance: $0.00
Cloging Balance: $1.600.00 [+] Journals: $0.00 Mon-Reconciled: $0.00
[-] Opening Balance: [+] Adjustments l:l Account Balance: $0.00
[=] Change in Account Balance: $1.,600.00 [=) Matched Amount: $1.,600.00
[] Matched Amount: $1.,600.00
[=] Difference Meeded to Match: $0.00
Search:|:| Diate Filter
Match Date Period Source Check/Deposit Description Amount Payment Type ~
24542020 242020 AR Dep 1002 AR Deposit 1002 $100.00
24842020 242020 AR Dep Feverzal 1002 AR Depasit Reversal 1002 [$100.00)
2/13/2020 242020 AR Prot gg8es AR Check 88838 $3.056.16
2/13/2020 242020 AR Pt Fieversal 38888 AR Check Reversal 88888 [$9.056.1E)
2A13/2020 0 2/2020 AR Dep 1000 AR Deposit 1000 $100.00
[0 2Az/2020 202020 AR Pmt APFLY DEPOSIT AR Check APPLY DEPOSIT $0.00
[0 z2Ad/2020 202020 AP Chy 7T AP Check 7777 [$1.500.00)
2/14/2020 242020 AP Chg Reversal 7777 AP Check Reversal 7777 $1.500.00
[0 EeAMes2020 B/2020 AR Dep 1001 AR Deposit 1001 $100.00
[ BA6/2020 B/2020 AR Dep Reverzal 1001 AR Deposit Reversal 1001 [$100.00)
[0 11A8/2020 1142020 AR Pt 52003 AR Check 52003 $6.84 Check
[0 zAavzon 20202 AR Pmt 52374 AR Check 52374 $23.06 Check
[ 320 320 AR Prot CC AR Check CC $1.112.64 Credit Card
[0 42021 442021 AR Pt 53535 AR Check 53535 $10,192.18 Check
[ se2o02021 B/202 AR Pmt 54292 4R Check 54292 $1.241.46 Check
v
£ >

Select a bank account to display the bank balance, total of outstanding transactions, adjusted
balance, and a list of transactions that haven’t been previously reconciled.

Click to select each transaction that has cleared the bank (is no longer outstanding). This updates the
total of the outstanding transactions and the adjusted balance.

If there are any bank charges or interest, etc. shown on the bank statement that haven’t been entered
to the computer, do this now by JV and then refresh the list by F5 or menu View | Refresh.

When the adjusted bank balance matches the bank statement closing balance press the Reconcile
button to mark the selected transactions as reconciled. They will then be removed from the list.

At any time you can close this screen using the Close (Save) button. Transactions marked as
selected will continue to be selected when you return.

You can reset all previously reconciled transactions by menu Records | Unreconcile All Previously
Reconciled Transactions.

Tip: You can display the source transaction (AP Check, etc) or JV by right-clicking to display a pop-up
menu.
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13.6 Bank Accounts

Bank Accounts
Top Previous Next

This screen shows transactions with a running balance for a selected bank account. This is based on
posted GL transactions to the bank GL account, originating from AP Checks, AR payments, and GL
journal vouchers for opening balance and bank charges, etc.

Only recent transactions are shown. To view previous transactions use the GL History.

- Pilot ERP Software

File Setup View [ ection  Web Links  Windows Help
o - = =
ﬁHome .bsyshem Satup Invemry t‘sma E‘i&wm m = ng a Reports =10 Accounting Transfer
Bark Aconuns B @ omt e
Date |Chquepusrt ‘ Description |Amnunt |Ealﬂnce
05 Feb 20 Deposit Better Foods Corp. (BETTERF) 100.00 100.00
05Feb 20 Deposit Better Foods Corp. (BETTERF) (100.00) o.00
13 Feb 20 Deposit Cool Foods (1867) Lid. (1005) 8,056.16 5,056.16
13 Feb 20 Deposit Cool Foods (1867) Lid. (1005) (9,056.16) o.00
13 Feb 20 Deposit Better Foods Corp. (BETTERF) 100.00 100.00
13 Feb 20 Deposit Better Foods Corp. (BETTERF) 0.00 100.00
14Feb 20 7777 Building Management Inc. (1002) (1,500.00) (1,400.00)
14 Feb 20 Reversal7 Building Management Inc. (1002) 1,500.00 100.00
a -
ﬂ Accounting Home 16 Jun 20  Deposit Better Foods Corp. (BETTERF) 100.00 200.00
16Jun 20 Deposit Better Foods Corp. (BETTERF) (100.00) 100.00
GL Accounts 18 Nov 20 Deposit Better Foods Corp. (BETTERF) 6.84 106.84
= 17 Feb21 Dv it Better Foods Ci BETTERF, 23.06 129.90
=" Journal Vouchers c =t o orp. { )
= 02 Mar 21 Deposit Better Foods Corp. (BETTERF) 1,112.64 1,242.54
P GL Budget 08Apr21 Deposit Better Foods Corp. (BETTERF) 10,192.18 11,43472
20 May 21 Deposit Better Foods Corp. (BETTERF) 1,241.45 12,676.18
i Bank Recondliation
)
[0 Bank Accounts
f‘ Customer Payments
B'E Customer Deposits
=7 Checks
"=’ Commissions
Reports
Type:
General Ledger ~
Report:
General Ledger w
Go
Pilot ERP 1.8.3.564 Regi To: Pilot ERP User: Admin
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13.7 Customer Payment

Customer Payment Top Previous Next

The Accounts Receivable system tracks customer inwices and payments.

When setting up customers you specify the currency, thereby setting the currency for their inwices.
The Aged Receivables reports and AR Inwoices screen allow currency selection, so you can see how
much is owed to you in each currency. You set up at least one bank account for each currency. The
Bank Book shows transactions and balances for each bank account. For more info on multi-currency
operation see Multi-currency Overview.

Inwices are not purged when fully paid, but are instead retained for sales analysis reporting. Sales
taxes are calculated automatically and are very flexible to facilitate VAT, GST, PST, HST, etc. in
various countries. Invoices can be computer printed or hand-written. Invoices print on plain paper to
facilitate faxing and to awoid the expense of pre-printed forms.

The “open item” method is used to apply payments against specific inwices. Adjustments, discounts,
and write-offs can be entered when entering the payment info.

An integrated phone dialer is available by right-clicking on customers, inwoices, or payments.

Data is passed to the GL system automatically via Journal Vouchers with revenues converted from
foreign currency to domestic currency. "You can trade globally in multiple currencies while your books
remain in domestic currency". GL accounts for AR, discounts, and gain/loss on foreign exchange are
retrieved from the currencies table.

Customers

AR Invoices

AR Payments
Salesreps
Customer Types
ltems

Price Lists
Prices

Taxes

AR Reports

13.7.1 AR Payments

Customer Payments Top Previous Next

Accounting menu.

The Customer Payments screen displays payments in a list showing summary info including payment
date, customer, check no., and amount.
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Pilot ERP - Pilot ERP Software

File Setup View O e 7 WebLinks Windows Help
o - =
ﬂHome .bsyshem Satup Invemry t‘sma Eli&rvm H g Reports <) Accounting Transfer
F _ o =Y .
Customer Payments :[ D) New Ix ne.\ml |[@ Enm] 5] post “[ 1 print ]H\Jl ngfmsn] @ = “[ 3 Export v“ Wiew: Outstanding »
Q New Payment Drag a column header here to group by that column
¥ Delete Selected Payment
@ Email Customer £ Date +w| CheckMo, |..| Amount |..| Paymen .. Reference | Customer Mo, || Name | Period +| Posted .| Recond
Click here to define a fiter
5] post AR Payments )
BiS20/2021 54282 51,241 46 Check Payment on invoice 1 BETTERF Better Foods Corp. 52021 |:
Print 41812021 53535 $10,182.18 Check Payment on invoice 1 BETTERF Better Foods Corp. 42021 |:
rin —
322021 cc 51,112.64 Credit Card Payment for invoice - BETTERF Better Foods Corp. 32021 |:
E Payments Listing 2M7/2021 52374 $23.06 Check Payment on invoice 1 BETTERF Better Foods Corp. 22021 N
111872020 52003 56.84 Check Payment on invoice 1 BETTERF Better Foods Corp. 1142020 [
< |
ﬁ T T | |2113/2020  APPLY DEPOSTI 50.00 test BETTERF Better Foods Corp. 22020 O
2/13/2020 28828 59,056.16 1005 Cool Foods (1867) Ltd. 272020 O
i GL Accounts
= Journal Vouchers
I_EB GL Budget
E Bank Recondiliation
s
Bank Accounts
f‘ Customer Payments
E"E Customer Deposits
= Checks
"=’ Commissions
Reports
Type:
General Ledger ~
Report:
General Ledger e
£ >
Go
Pilot ERP 1.8.3.564  Reqi: To: Pilot ERP User: Admin

To add a new payment: click the New button.

To edit a payment: double-click the payment. Or select the payment and press Enter or click the
Edit button.

To delete a payment: select the payment and click the Delete button.

You can select a payment with the mouse or by the keyboard via the Page Up/Down and arrow keys.
Or click the Find button, then enter the customer no. or select the customer name from the drop down
list, and/or enter the check no. Selecting the customer only will find the 1st check for that customer.
Selecting the check only will find the 1st check with that check number. Selecting customer and
check no. will search on both.

The menu has options to

- display outstanding (not reconciled) payments only

- filter the list by specifying selection criteria such as customer and currency
- sort the list by payment date (descending) or check no.

« display the customer for a selected payment

- refresh the data displayed to show changes entered by other users, etc.

«  print the list

« reconcile or un-reconcile the selected payment (see notes following)

» post payments (see notes following)

Tip: To phone the customer, or send e-mail (via your e-mail program), or display the customer: select
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the payment, then right-click to display a pop-up menu.

Customer payments are entered, then posted. Prior to posting, they may be edited or deleted. To undo
a payment after posting, you must “reverse” it (enter it again with the opposite amount). Tip: To select
a previously paid inwoice: right-click on the grid, then uncheck “Outstanding” on the pop-up menu.
Posting updates customer balances, inwice balances, and creates general ledger journal vouchers to
update the GL account totals and GL history. To post payments use the Post button on the top menu
bar of the payments screen. Posting the JVs is a separate job because in a multi-user environment it
is possible for this to conflict with other GL jobs such as printing financial statements. This minimizes
the chance of the AR posting job being unavailable. JVs created by the AR system cannot be modified
or deleted even prior to posting in the GL.

To reconcile payments (i.e. denote that they have appeared on a bank statement) use the Records
menu or the pop-up menu available via the right mouse button. You may find it more convenient to view
only “outstanding” (not reconciled) payments by toggling the option on menu View or using the
shortcut Ctrl+O.

Payments are entered for invoices that have been previously entered to the system. When entering a
payment you enter the check info and then select which inwoice(s) it pays.

Payment Check 54292

Customer, | (=S BNE Better Foods Corp. w Reverze POSTED
899 Frazer Way, Richmond, 27, 12345
Check no:  |54232
Bank: | Bank - Domestic 5 | faes
Payrment Type: | Check ~
Amount 124146 Date [20Map21 ][] Period: 2021

Reference: |F'a_l,lrnenl oh invaice 10276 | Currency/Rate | Domestic Currenc|
£ Invoice no,  Posted Inv Date Due Date Inv Amount Owing Pay Payment  Deposit Discount Write-Off WO GL Acct. Sub
»[10276 155ep 20 150ct 20 1.241.46 0.0 1.241.46

1 1241.46 0.00 1241.46 0.00 0.00 0.00
L4 >
Payment Balance: $1.241.46 Save & Post Save LCancel

Customer

A pop-up screen displays if you type into the customer number, click, or by the keyboard shortcut
Ctri+Enter. On the Customer pop-up screen: you can select the customer by typing the customer
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the customer with
the mouse or up/down arrow keys. Click on the selected customer or press Enter when the selected
customer is highlighted. Or Esc to leave a previously entered customer unchanged.

Typing the customer number in the 1st entry box sorts the list by number and selects the first
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customer number matching the characters entered. Typing the customer name in the 2nd entry box
sorts the list by name and selects the first customer name matching the characters entered.

On the Customer pop-up screen you can select Customer Type via the combobox at the right, so that
only customers of the selected type show. To deselect a customer type and show all types, press
Delete.

Check no.
Enter the check number from the customer’s check. If payment was by cash or credit card you can
enter “cash” or “Visa”, etc. as the check no.

Bank

The bank (account) defaults to the 1st bank whose currency matches the customer. Select the bank
from the list if it should be changed. If you need to add a new bank to the drop down list, click the “3
dots” button.

Tip: You can enter a few characters of the bank name, then use the down or up arrow keys if required.

Payment Amount

Optionally enter the check amount from the customer’s check (or the total cash or credit card
payment amount). If entered, the program checks that this matches the total of the inwice payment
amounts to minimize the chance of data entry errors on the invoice lines. Alternatively you can leave
this blank and the program will calculate the total amount.

Payment Date

Enter the check date from the customer’s check. The check date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the check (not the period to which the revenue should be applied,
which is based on the inwice). This defaults to the current calendar month, or the default period on
Your Company if specified there. If your fiscal year doesn’t end in December or your fiscal periods are
not calendar months, you should set the default period regularly to help prevent data entry errors.
Note the year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Invoices to be paid

Select each inwice to be paid, and for each inwice, enter the payment amount (partial payments are
allowed), any discount for early payment, and any write-off amount. This is most easily done via a pop-
up menu (displayed by right-clicking on the grid) with the following options

« Pay + no discount

« Pay + take discount

« Pay + take discount if eligible

«  Write-off (entire amount owing)

Discount amount and eligibility is based on inwice amount and date, and the customer terms at the
time the inwice was entered.

To select previously fully paid invices, you need to deselect the “Outstanding” option via the pop-up
menu. This would be necessary in order to undo (by entering an opposite transaction) a previously
posted payment (since you can’t delete it). Or if a customer makes a payment and there are no
outstanding inwoices, you can apply the payment to a previously fully paid inwice. Then in the future,
when there is an outstanding inwice, you can mowve the payment to it by entering the payment amount
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to the new inwice and a negative payment to the overpaid inwoice.

You can use the down arrow or PageDown to mowe to the next line, or press Enter on the inwice no.
field to mowve directly to the payment amount, which can be a partial payment or overpayment, as well
as the exact amount. In the case of an overpayment, you can resolve this on a future payment by
applying the amount overpaid to another inwice (by entering a negative payment amount to the
overpaid inwice to bring the balance to zero, and applying that amount to another inwice). Or you can
refund the customer the excess by an AP check, and enter a negative write-off amount to the overpaid
invoice to bring the balance to zero.

The sum of the payment amounts must equal the check amount, otherwise an error message
displays. This is to ensure the payment amounts are entered correctly. Alternatively, if the check
amount is left blank, the program calculates it from the payment amounts and displays a message for
verification when the OK button is pressed.

Tip: The write-off amount can be entered automatically if the write-off GL account is entered and the
write-off amount left blank. When you mowe off this payment line, the program calculates the difference
between the amount owing and any payment amount entered and asks if you want to write this off.

Write-off GL account numbers are not entered directly on the payment screen, but instead selected
on pop-up screens which display if you type into the account number columns: main account and
optional subaccounts (if used), or by clicking on the “3 dots” button in the columns, double-clicking in
the columns, or by the keyboard shortcut Ctrl+Enter.

On the GL Account or Subaccount pop-up screen: you can select the account by typing the account
number in the 1st entry box or by typing the name in the 2nd box, or by selecting the account with the
mouse or up/down arrow keys. Click on the selected account or press Enter when the selected
account is highlighted. Or Esc to leave a previously entered account unchanged.

Typing the account number in the 1st entry box sorts the list by account number and selects the first
account number matching the characters entered.

Typing the account name in the 2nd entry box sorts the list by account name and selects the first
account name matching the characters entered.

On the GL Account (main) pop-up screen you can select account type (revenue or expense, etc.) via
the combobox at the right, so that only accounts of the selected type show. To deselect an account
type and show all types, press Delete.

On the Subaccount pop-up screen there is a checkbox to allow deselecting a subaccount since
subaccounts are optional. Checked = subaccount used. Unchecked = no subaccount. This is
automatically checked when a subaccount is selected. To clear a previously selected subaccount:
uncheck the checkbox and press Enter.

Keyboard and mouse shortcuts

13.7.2 AR Reports

AR Reports Top Previous Next

Reports - Accounts Receivable menu.
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Open Receivables (Aged)

This report shows outstanding (not fully paid) inwoices for each customer. The age (number of days
since the invoice date) of each inwice is printed and based on the age, the amount owing is printed in
an age column (current, over 30, over 60, etc).

The report prints customer totals for amount owing, current, over 30, etc. and for foreign currency
customers, an extra total line prints showing the customer totals converted to domestic currency using
the exchange rate specified for the currency. Final report totals are printed in domestic currency.

The report may be filtered to show only inwoices for a selected currency, or for a selected customer, or
customers owing more than a selected minimum amount, or who have outstanding invoices older than
a specified minimum days old. Note: If a customer meets the selection criteria then all their
outstanding inwices show so you can see the “full picture” for that customer.

The selected “As of date” is used for the age calculation, but is not used in the data selection. You
could print a report as of the previous period-end if it took a few days after the period to finish entering
invoices, so long as no inwices or payments were entered for the new period.

AR History
This report shows inwices and payments for each customer for the selected period. The report may be
filtered to show only transactions for a selected currency or customer.

AR Statements
These are documents you can print and mail to your customers or fax (va print to fax if you have fax
software installed) showing any outatnding (not fully paid) inwices.

You can filter to print only statements for customers of a selected currency, or for a selected
customer, or customers owing more than a selected minimum amount, or who have outstanding
invoices older than a specified minimum days old. Note: If a customer meets the selection criteria then
all their outstanding invices show.

The selected “As of date” prints on the statements and is used for the age calculation if minimum
days old is selected, but it is not used in the data selection. You could print a report as of the previous
period-end if it took a few days after the period to finish entering inwices, so long as no inwices or
payments were entered for the new period.

Note: Unless a specific customer is selected, only customers with “Print Stmt” checked (on the
customer Terms tab) are included.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
Customers

AR Inwices

AR Payments

Sales Reps

Customer Types

ltems

Taxes
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13.8 Customer Deposits
(Accounting - Customer Deposits)
Pre-payments from customers on orders before an inwice has been created can be entered into the
Customer Deposit screen.
This allows you to record the payment against a specific sales order or leave the Order no. field blank to
apply it to any current or future order for that customer.
When you attempt to print or post AR Inwices, you will be prompted if there are any customer deposits
available to apply to those inwices. You will have the option to apply the deposit to an invoice as a
payment which will update the owing amount on that inwice.
AR Deposit
Deposzit no.: Date: Status:
Description: |Depnsit an arder |
Customer: Better Foods Corp. v
Payment Type: Check, w
Bark: Bank - Domestic v
Pay Ref (Check Mol
Order Type:
® 50 O sv
Order Mo 10008 v
Deposit Amount:
Applied dmount; |:|
Fieturned Amount: |:|
Fiernaining Amaount:
Deposit Notes: |
Ok Cancel
13.9 Checks
Accounts Payable Top Previous Next

The Accounts Payable system tracks vendor inwices and payments.

When setting up vendors you specify the currency, thereby setting the currency for their invoices. The
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Open Payables Report and AP Inwices Screen allow currency selection, so you can see how much
you owe in each currency. You set up at least one bank account for each currency. The Bank Book
shows transactions and balances for each bank account. For more info on multi-currency operation

see Multi-currency Ovenview.

The program assigns the (default) due date for each inwice based on the vendor’s terms. Intelligent
payment management is facilitated by an option to "AutoCreate" Checks for all invoices due for a
selected currency. These may later be modified or deleted. Checks can be computer printed or hand-
written. The system allows reconciliation of Checks returned from the bank and tracking of void
Checks.

An integrated phone dialer is available by right-clicking on vendors, invoices, or Checks.

Data is passed to the GL system automatically via Journal Vouchers with expenses converted from
foreign currency to domestic currency. "You can trade globally in multiple currencies while your books
remain in domestic currency”. GL accounts for AP, discounts, and gain/loss on foreign exchange are
retrieved from the currencies table.

For info on how purchasing and receipts of inventory relate to inventory and general ledger please see
Inventory Overview.

Vendors

AP Invoices
AP Checks
Vendor Types
AP Reports

13.9.1 AP Checks

Checks and AP Payments Top Previous Next

(Accounting - Checks Menu)

The AP Checks screen displays Checks in a list showing summary info including check date, vendor,
check no., and amount.

The Accounting - Checks screen has two different buttons in the toolbar to create AP Checks and
payments. This section details each of those buttons and the different ways to create AP Checks and
payments.

1. New Payment (button) - this is the standard way to generate AP Checks for a single check or
check run. With this method, all open AP Inwices for all vendors will be displayed in a single
screen where you can select which inwices you would like to pay, print a pro-forma check register
and create a check for each vendor with an inwice selected. This will group all inwices by Vendor
into a single check.

2. New (button) - The new button allows you to select from a “Single Check” and “AutoCreate
Batch” options.
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AutoCreate Batch automatically creates Checks based on selected currency, vendor,
due date, check date, and period. These can later be modified or deleted prior to printing
and posting.

Single Check allows you to select the vendor and then select which of the vendor inwice
(s) to pay.

Checks are entered for invoices that have been previously entered to the system. If there was no
invoice, you should create a dummy inwice using the check no.

N U = im=
ﬁHome %F»ysnemsmup [‘? Inventory C‘Sals E‘a&wm m ing P ing Reports =% Accounting Transfer

Checks

o New Check
¥ Delete Selected Check

@ Email vendor S Date +| Check Mo, || Pament Type | Reference +| Amount +| vendor Mo, |, Name
) post AP Chedks E‘ Click. here ta define a filter
' B 24282021 23223 $1.00 1006 Znadro Supply AG
5/2021 $1.00 1008 Znadio Supply 4G
Bt | 2 6/2021 1 $1,352 49 1009 T collector for Tax]
ﬂ Check List] B/2021 $624.40 1010 Tax collector for Tak2
B Checks /2021 $2.604.33 1008 Sunshine Food Supply Inc
5 142672021 $627.45 1005 Office Stuff Inc
‘n‘ Accounting Home 142642021 $455.07 1001 John MeT avish [salesman)
e —" 142672021 $251.85 1004 Fa.st Fourier
1426742021 $3.000.00 1002 Building k4 anagament Inc.
=, Journal Vouchers 1426/2021 $1,027.20 1007 ZZ Tel

S

GL Budget

=

Bank Recondiiation

==
Bank Accounts

fo
-4 Customer Payments

% Customer Deposits

= Checks

New Payment
1. Select Invoices to pay

The New AP Check Payment screen allows you to select from all open AP Inwices to generate a
batch of checks.
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AP Check Payment

Check Date: 2Mar21 |[... Period: 2021 PayAlltrupueate: [ ||
Bank: Bank - Domestic [ faam
Currency/Rate: | Domestic Cuency ~
Default Currency: ~
Payment Type: ~ Pro Forma Check Register
Select Al Select Mone Net Payment Total: $0.00 Generate Checks

= Pay |+ | Due Date || Remaining || Discount Amount || Pay Amount |..| Yendor ~| Invoice No +| InvDate |..| Reference
= Click here to define a filter
PD 20 May 2020 £100.00 Building Management Inc. 1234567890-123456789 20 May 2020

D 20 Dec 2019 §133.75 Hydro Electric Company 298220 10 Dec 2019

[0 283an2020 §1,003.13 22 Tel 1207231 08 Jan 2020

£1,236.88 £0.00 £0.00
< >
Cancel

In this screen, select the Check Date and Bank Account to use for the payment. If you select the
"Payment Type", this will filter the list of invoices to only show inwices for vendors assigned that
payment type. (Leave this Payment Type field blank if you don't have that entered for all of your
vendors.) If you do have Vendors assigned a foreign currency, you can also select the Currency and
foreign currency bank account if you have one.

You can select the inwices to pay by checking the "Pay" check box next to each inwoice in the
payment grid. This will fill in the Pay Amount with the remaining amount owed on the invoice and
calculate any payment discounts from the terms. If you are not paying the full remaining amount of the
invoice, change the Pay Amount to the amount you want to pay.

Pay All thru Date - use this date selection to automatically select all inwices with a due date up to the
date selected for payment.

After all inwices have been selected, you can optionally print the Pro Forma Check Register which
lists all inwices selected for payment grouped by Vendor with a total listed for each.
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Pro Forma Check Register

Vendor Name Inwvoice No Discount Taken Amount to Pay

Building Management Inc.

1234567890- 510000
Total Payment for: Building Management Inc. S§100.00
Hydro Electric Com pany

288220 313375
Total Payment for: Hydro BectricCompany 513375
Total Payment: 8523375

2. Generate Checks
To create the Checks/Payments, click on the "Generate Checks" button. This will create an un-
printed, un-posted check in the main AP Checks screen for each vendor selected.

AP Check Payment

Check Date: Period: Pay All thru Due Date: I:I

Bank: Bank - Domestic
Currency/Rate: | Domestic Curency ~
Default Currency: ~

Payment Type: ~ Pro Forma Check Register

Select Al Select None Net Payment Total: $233.75 — | Generate Checks I

= Pay |+ | Due Date || Remaining || Discount Amount || Pay Amount |..| Yendor | Invoice No «| InvDate |..| Reference
=) Click here to define a filter
» 20 May 2020 £$100.00 $100.00 Building Management Inc. 1234567390-12345673% 20 May 2020
20 Dec 2019 $§133.75 $133.75 Hydro Electric Company 298220 10 Dec 2019
[ 283an2020 $1,003.13 27 Tel 1207231 08 Jan 2020
£1,236.88 £0.00 $§233.75
< >

Cancel

3. Print

To print those batch of checks, click on the "Print" button in the upper toolbar and select "All Unprinted
Checks".
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B Pilot ERP - Pilat ERP Software

File Setup View [ata Collection WebLinks Windows Help
* Home ‘bsysoem Setup ? Inventory [_T“Saus E.E. Service m i g Reports = Accounting Transfer
Checks { € Hew l €3 Naw Payment ]x nsla(-] H Emnad l 3] post ]Hﬁ Fint | | [ Retresh] € o = F_xpnr{EFl'l < Expor: v] | | Wiew: Outstanding 3
= = = 7
w Print All U ted Check:
e RISTNETS Cirag a column header here to group by that coumn i B AR ek
¥ Delete Selected Check 4 Check Listings
gz e - otz E Pro Forma Check Register
7] Post AP Checks S
£ Date w| Chedk Mo, |v| Payment Type ~| Reference Single Check s | Name
o 3/2/2021
. Preview Single Check
Pt »i3/2/20 Building Management Inc.
g Check Listings 342201 $133.75 1003 Hydro Electric Company
!gl Chedks
3
ﬁ Accounting Home
=

Select Bank Account for Checks - You will be prompted to select the bank account for the check
payments. Select the same bank account you selected in the New Payment screen.

Print AP Checks

Bark: El ank, - Domesgtic

10 check[z] to be printed

Cancel

Enter Starting Check number - You will be prompted for a starting check number which you will
need to enter before printing. After entering the starting check number you will be prompted to select
the printer. Ensure that your check forms are loaded into the printer and the correct tray is selected,
then click OK to print.

Pilot ERP

Please enter the number of the first
chedk...

| 1000

Corcel

A separate pop up will display asking you to confirm that the checks printed correctly. If all checks printed
correctly, click the OKbutton and it will assign those printed check numbers to the check/payment records
in the AP Check screen.

NOTE: If all checks printed correctly except 1 or a few in the batch, you can select "Yes" to assign
the check numbers then open the single check in in the check screen by double clicking on it and
then delete the Check Number and save. Any check without a check number is considered "Not
Printed" so you can print the check(s) again before posting.
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Confirm
@5 Did check(s) print OK?
Yes Mo
4. Post

The last step is to post the printed checks. Only checks that have a check number can be posted. If
you have created a payment but do not need to print a check, you will need to enter a "dummy" check
number.

B Pilot ERP - Pilot

File Setup View [Data Collection  Web Links Windows Help

= . = =
ﬁuome %SysbemSemp E’Elnvemry [l‘smp_e. E.E.Sewm Eauanulmurim #F2. Purchasing Reports  =+J0 Accounting Transfar |

Checks T e s and B LRl TR e
G BewEhecd Cirag & column header here ko group by that column
M Delete Selected Check
@ e Epate  [..] CheckNo. [v.] Payment Type [.-] Reference [] Amount  [o] vendor No. [o.] Name d
= Click here to define a filker
5 post AP Chedks
»i3/2/2021 1003 $133.75 1003 Hydro Electric Company
3422021 10M $100.00 1002 Evilding Management Inc.
Drint

The AP Checks to be posted will be listed. You can post all listed AP Checks/Payments using the
Post All button or check specific checks and click the Post Selected button.

Post AP Checks

Post Date Chedk Mo Chedk Amount Posted L]
02 kar 2021 1001 $10000 [
02 kar 2021 1003 #3375 [
W
Post All
2 printed check(z) to be pozted |
Paost Selected
Cancel

Once Posted, checks cannot be edited. If there was a mistake and the check needs to be Voided, locate
the check in the AP checks screen, right click on it and select "Reverse"”. You will be prompted for a
reversal date which will default to the current date. Change if needed and click Save to void the check. Any
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AP invoice on that check will be re-opened for payment.

| Yendar: 1006 Znadia Supply AG L Reverse POSTED
| Check nio.: 23223| 456 Znadrobergade, Znadro, A8, 58-73295, Znadroland

| Reference: | |

Pay Ta |Znau:|ru:u Supply AG Currency/Fate  Foreign Currency |~
| Bank: i
| Arnaunt;

| Payment Type:

Irrvoice no. D: - - - —~ - - aprnent |
| | 4 25Feb 21 |04 Mar 21 1.00 0.00 $0.00 1.00

| aFr. LCancel

New (button)
Create checks using the "New" button.

Check Creation - Single Check

In the Accounting - Checks screen click the "New" button. Select "Single Check", then click OK.
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) Pilot ERP - Pilot ERP Soft

File Setup View DataC

Web Links Windows Help

N - =D o=
Home tem Satu B Invento ® Salkez =@ Sarvice E Manufacturi § 72, Purchasi Accou
ﬁ "‘h,aws P | v L= 5o ng i ng

o Mew Chedk

3 Delete Selected Chedk
@ Email Yendor

5] post &P Checks

Print

E Check Listings
!E'rl Checks

y
ﬁ Accounting Home

GL Accounts

= Journal Youchers

'@

L Budget

i Bank Recondiliation

s
[nl Bank Accounts

.
j; Customer Payments

f}% Customer Deposits

{ﬁ Checks

 Checks EEG—

| © e || @ e ramens | X e || @ et | 7 o |55 i I

Lirag ace Mew Check(s) Selection

Date

3424202
3424202
2425420
2425420
1/26/20
1/26/20
1426420
1/26/20
1426420
1/26/20
1426420
1/26/20

Autodt anual

() sutoCreate Batch (@) Single Check:

AutoCreate Selection

Currency/Fate: | Domestic Currency 1.00
Yendor:

Due Date: 02 Mar 21

Check [ate: 02 Mar 21 Perod: |3 || 2021

Drefault Curency:

Paprment Tope:

S

Cancel

In the new Check screen, select the Vendor. Leave the Check field blank if you will be printing a
check. If you are recording a payment made by credit card or payment made any other way you can
enter a "dummy" check number. You can use the current date or a number that will not be used as a

check number.

You can enter a reference to identify the check/payment. If this is a Credit Card payment you can

enter the confirmation number.

Pay To - The pay to field is what will print on the check. That defaults to the customer name.

Bank - Select the bank account for the payment.

Date - Enter the check/payment date.

Payment Type - You can select a payment type (optional).
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In the lower grid click on the "Inwoice no." field to display a list of all unpaid inwices for the vendor.
Select the inwice you want to pay and it will load into the grid. If you right click on the invoice, it will
display a list of payment options or you can type in the "Payment" field for the invoice in the grid.

Discount - if there is a discount owed per the payment terms on the inwoice, there is an option to
calculate it or you can manually enter the discount amount. NOTE: The payment amount will need to
be reduced by the discount amount if you manually enter the discount.

If you need to enter additional inwices for payment, you will need to right click below that invoice and
click "new" or use the arrow key on your keyboard to add the new record. Follow the same steps to
select another inwoice for payment.

Click OK to save the check and it will bring you back to the main check screen. You can enter
additional checks or print the check using the Print button "Print all Unprinted Checks" or the Preview
Single or Single Check option to print the selected check.

Check (Not Printed)

Yendor: 1004 Fast Courier e
el e || 500N.Demwent way, Stepford, 4R, 55521

R eference: || |
FPay Ta: |Fast Coaurier | Currency/Rate | Domestic Currenc|
Bank: Bank - Domestic | |.es Termnz Met 10 Delay &
Amount: D ate: Period: oid: [
Fayment Type: Check e
|Irwuice no. |Date |Due | ArnoLnt | Owing | Dizcount | FPayment |
ﬂ??203 = 100ec13 15D0ec19 251.85 251.85 251.85

Ok, LCancel

Auto Create Batch

If you want to create a batch of check by Vendor, All Vendors and inwice Due date, you can use the
auto-create batch option.

Once you have entered your selections, click the OK button to generate a list of un-printed, un-posted
checks in the main check screen.

From the main check screen you can edit the checks, print and post.

© 2022 Pilot ERP Software



348

Pilot ERP Manual

File Setup View Web Links Windows Help
ﬁ‘ Home Jh System Sstup EE Inventony fi Sales E‘;' S=rvice E Manufacturing £%| Purchasing ACcol
Check‘s‘ [ € hiews Iio New Payment ])( D-Elete] [@ Emaill ] post ] [@ Print v] P
O Mew Check

ot Mew Checkis) Selection

¥ Delete Selected Check

@' Email Yendaor e s
=) Auto/Manual "
£5] post AP Checks .
32,207 (®) AutoCreate Batch () Single Check
2202
Print
b|2/25/20 AutoCreate Selection
E Check Listings 2426/20
lgl Checks 1/26/20 CurrencysRate: | Domestic Currency « [ [1.00
] 1/26/20
ﬁ Accounting Home 1726200 Yendor: iy

5

GL Accounts 1/26/20 Diue D ate; 02 Mar 21 | ...
[z
::EE::EE Check Date: 02 Mar 21 | ... Perind: 2021

= 126420 Default Curency: e
[ oLBudget 1/26/20

= Journal Vouchers

¥,

FPayrment Tuope: w

i Bank Recondliation

e
[0l Bank Accounts

Ef‘. Customer Payments Cancel

3‘3 Customer Deposits

Additional field details and tips

Vendor

A pop-up screen displays if you type into the vendor number, click, or by the keyboard shortcut
Ctri+Enter. On the Vendor pop-up screen: you can select the vendor by typing the vendor number in
the 1st entry box or by typing the name in the 2nd box, or by selecting the vendor with the mouse or
up/down arrow keys. Click on the selected vendor or press Enter when the selected vendor is
highlighted. Or Esc to leave a previously entered vendor unchanged.

Typing the vendor number in the 1st entry box sorts the list by number and selects the first vendor
number matching the characters entered. Typing the vendor name in the 2nd entry box sorts the list by
name and selects the first vendor name matching the characters entered.
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On the Vendor pop-up screen you can select Vendor Type via the combobox at the right, so that only
vendors of the selected type show. To deselect a vendor type and show all types, press Delete.

Check no.

If the check was hand-written (or typed), then enter the check number. Otherwise for computer printed
Checks, leave the check number blank and the program will enter it when the Checks are printed.
Presence of a check number indicates that the check has already been printed or hand-written.

Bank

The bank (account) defaults to the 1st bank whose currency matches the vendor. This applies to auto-
created Checks and manually entered Checks. Select the bank from the list if it should be changed. If
you need to add a new bank to the drop down list, click the “3 dots” button.

Tip: You can enter a few characters of the bank name, then use the down or up arrow keys if required.

Check Amount
The check amount is calculated by the program (rather than keyed), based on the inwice payment
amounts.

Check Date

The check date defaults to today’s date.

Tip: You can use the + or - keys to increase or decrease the date, or click the 3-dots button to select
the date from a calendar.

Period

This is the fiscal period and year of the check (not the period to which the expense should be applied,
which is based on the inwice). This defaults to the current calendar month, or the default period on
Your Company if specified there. If your fiscal year doesn’t end in December or your fiscal periods are
not calendar months, you should set the default period regularly to help prevent data entry errors. Note:
The year is entered as 2 digits and displayed as 4.

Example: 11 2001 entered as 11 01

Void

Check the woid checkbox if recording a woid check, such as when a check form is messed up by the
printer and you want to record in the system that the form with this check number was used
legitimately. Then if you find you have any missing check numbers, this may indicate that check forms
have been stolen.

If there are so many inwices for a check that multiple stubs are required, then the program will print
***VOID*** on the unused check forms. If you are recording these wid Checks, you enter them as new
Checks, and enter the check number, bank, and check the Void checkbox.

If recording a woid check that was messed up by the printer, the check record will already exist, so you
edit it. Note: You must do this before posting, since posted Checks cannot be edited. Remowe the
vendor and invoices (Ctrl+Del or display pop-up menu by right-clicking on the grid), and check the Void
checkbox.

Voiding a check is not the same thing as cancelling a posted check (see above for how to do this).
Invoices to be paid

Select each inwice to be paid and the payment amount for each inwice. This defaults to the amount
owing minus any discount if eligible. If this is the amount you want to pay, use the down arrow or
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PageDown to mowe to the next line, otherwise press Enter on the inwice no. field to mowve directly to
the payment amount, where you can enter the partial payment amount.

The check amount will be updated when you move to the next line, or the OK button, etc.
Tip: You can display a pop-up menu by right-clicking on the grid.

To add a new check or AutoCreate Checks: click the New button.
To edit a check: double-click the check. Or select the check and press Enter or click the Edit button.
To delete a check: select the check and click the Delete button.

You can select a check with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the vendor no. or select the vendor name from the drop down list, and/
or enter the check no. Selecting the vendor only will find the 1st check for that vendor. Selecting the
check only will find the 1st check with that check number. Selecting vendor and check no. will search
on both.

E Pilot ERP - Pilot ERP Software

File Setup View Web Links Windows Help
o} = =& . Ig= § .
ﬁ Home %Sysnam Setup ) Inventory [_t_“smﬁ §¢?. Service E iE " ng a Reports =2 Acoounting Transfer
Checks 10""’ l €5 Hew Fayment ]x Dum] {@ [mail[ 3] Post ] {@ Print -] lG I?eiﬂshl © Hb ] [xpmml 3 Bport vl [ Views Dutstanding » |
€3 Hew Chedk
I Delete Selected Check
" £ Date sz | Chedk! 2 [y Amount | Mame s Payment Tyf|s.| Reference|..| Vendor No. || Period +| Postec
@Emall Vendor T m
55 Post AP Checks ?_ B
[S et 1.0 Znadto Supply A5 ACH 006 203 T
) 34242021 10M $100.00 Buiding Management Inc. Check 1002 32021 O
Print 2202 1003 $133.75 Hydro Electic Company Check 1003 vz [
E Check Listings 142672021 12475 $3.000.00 Building Management Inc Check 1002 1/2021 ]
@ Checks 1426/2021 12476 $251.85 Fast Courier Check 1004 1/2021 ]
0] L0 12477 $261.85 Fast Courier Check 1004 s O
ﬁ Accounting Home 1/26¢2021 12478 $455.07 John McT avish [salzsman) Check 1001 12021 [
&L Accounts 1426/2021 12479 $627.45 Dffice Stuff Inc. Check 1005 1/2021 1
1/26/2021 12480 $2,604.38 Sunshing Food Supply Inc. Check 1002 1201 O
i=!~ Journal Vouchers 1426/2021 12481 $1.352.49 Taw collector for Taxl Check 1009 172021 O
= 1426/2021 12482 3624.40 Tax collector for Tax2 Check 1010 1/2021 ]
P gkt 142602021 12483 $1.027.20 ZZ Tel Check 1007 12001 O
f . 2428/2021 23223 $1.00 Zradro Supply A5 1006 2/2021
Bank Recondliation
ﬁ Bank Accounts
@ Customer Payments
?E% Customer Deposits
= Checks
E‘ Commissions
Reports
Type:
Report:
Go
< >
Pilot ERP 1.8.3.558 Registered To: Pilot ERP Software  User: Admin

The screen has options to:

- display outstanding (not reconciled) Checks only

- sort the list by check date, check no. or any other field in the grid

« display the vendor for a selected check

« refresh the data displayed to show changes entered by other users, etc.
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«  print the list

« print Checks

« reconcile or un-reconcile the selected check (see notes following)
« post printed Checks (see notes following)

Tip: To e-mail the vendor (via your e-mail program), or display the vendor, or reconcile the check: select
the check, then right-click to display a pop-up menu.

AP Checks are entered, printed, then posted. Prior to posting, they may be edited or deleted. Posted
Checks cannot be edited or deleted, so to cancel a check after it has been posted (which would be a
very unlikely requirement), you would need to re-enter the inwice(s), and adjust the bank and expense
accounts by GL Journal Voucher. Posting updates vendor balances, inwice balances, and creates
general ledger journal vouchers to update the GL account totals and GL history.

To post Checks use the Post button in the Checks screen. Posting the JVs is a separate job because
in a multi-user environment it is possible for this to conflict with other GL jobs such as printing financial
statements. This minimizes the chance of the AP posting job being unavailable. JVs created by the
AP system cannot be modified or deleted even prior to posting in the GL.

Note: Checks must be printed prior to posting. Hand-written Checks should have the check number
entered. Presence of a check number indicates that the check has already been printed or hand-
written.

To print Checks use menu Print Checks. Then select the bank and the program will display how
many Checks will be printed (check number blank, not yet printed). Choose OK or Cancel. If you
choose OK, the program will ask for the check number of the 1st check. Enter this and press OK. The
program will then print the Checks with the appropriate check number on each check.

Checks can be ordered on-line through our website or by searching for Quickbooks ™ compatible
checks with your preferred business forms provider.

Check Styles: option located in the Your Company | AP Options section of the system setup.

Format 1 is designed for all US and foreign companies except Canada.
Format 2 is designed specifically to accommodate the CPA standards.

Tip: To print a cash requirement report prior to printing Checks (a list of Checks that will be printed with
the total amount of money required) you can use the Print - Pro Forma Check Register.

To reconcile Checks you will need to use the Bank Reconciliation under the Accounting menu to

reconcile payments. Once reconciled, the AP Check/Payment will be listed as reconciled.

Keyboard and mouse shortcuts

13.10 AP Reports

AP Reports Top Previous Next

Reports - Accounts Payable
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Open Payables

This report shows outstanding (not fully paid) invoices for each vendor. Inwice date and due date are
printed for each inwice, as are inwice amount, amount paid so far, amount owing, discount amount,
and discount date.

The report prints vendor total amount owing, and for foreign currency vendors, an extra total line prints
showing the vendor total converted to domestic currency using the exchange rate specified for the
currency. Final report totals are printed in domestic currency.

The report may be filtered to show only invoices for a selected currency or vendor.

Aged Payables

This report shows outstanding (not fully paid) inwices for each vendor. The age (number of days since
the invoice date) of each inwice is printed and based on the age, the amount owing is printed in an age
column (current, over 30, over 60, etc).

The report prints vendor totals for amount owing, current, over 30, etc. and for foreign currency vendors,
an extra total line prints showing the vendor totals converted to domestic currency using the exchange
rate specified for the currency. Final report totals are printed in domestic currency.

The report may be filtered to show only invoices for a selected currency, or for a selected vendor.

The selected “As of date” is used for the age calculation, but is not used in the data selection. You
could print a report as of the previous period-end if it took a few days after the period to finish entering
invoices, so long as no inwices or payments were entered for the new period.

AP History
This report shows inwices and Checks for each vendor for the selected period. The report may be
filtered to show only transactions for a selected currency or vendor.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.

Vendors

AP Inwices

AP Checks

To print a cash requirement report prior to printing Checks (a list of Checks that will be printed with the
total amount of money required) you can use the filter button, then menu File | Print.

Other

An ODBC driver is available for creation of custom reports via MS Access or Crystal Reports, mail
merge with MS Word, and to import Pilot data to MS Excel, etc.

13.11 Commissions

The Commissions screen allows you to generate commissions for sales reps based on a date range of
sales and also transfer that commission due to AP for payment.

To generate a new commission, click the "New" button in the top toolbar of the Commissions screen.
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In the commissions generation screen, select the date the commission is to be paid and the date range
(From: and To:) that will be used to calculate commissions due.

Click the Generate button to calculate and display the commission due for each sales rep during that
period. Any invoices or payments that have already had a commission generated will not be included in
the new generation.

Commission 2/28/2021

Commission no.: | 1 | Date: |28 Feb 2021 | Period: Entered by:

Commiszion Filter...

From: mFeb2l ||..| To 2Feb 21 ||...
Summary  Details

[ @ =wsn

|Lastname Firzstname Wendor Mame Type Commizzions Due | Amount Due |
ﬂ MeT avizsh John John McT avish [zalesman)] Agent Irvoice $60.00

To review the each inwice or payment included in the commission generation and the amount owed for
each, click on the Details tab.

Commission 2/28/2021

Commission no.: | 1 | Date: |28 Feb 2021 | Period: Entered by:

Commission Filker..

Fraom: l:l Ta: l:l Generate
Summary  Details
Seq |Lastname |Firstname |Commissions Due| Invaice Mo | Line Mo |Item Na |Invoice Arnount | Rate | Arnount |Item D escription Nao
4 McT avish John Irvoice 10289 11002 $1.000.00 E $60.00 Creamy Caesar - case 12 = 500 ml

After you hawe \erified the commissions, click the "OK" button at the bottom of the commissions screen
to save. To post those commissions to accounts payable and generate an AP Inwice for each sales
rep, select the generated comission, then click the "Post to AP" button in the main commissions
screen. This will mark the commission posted and create the AP Inwices. You can then create and
print the checks for the payment to the sales reps.

After generating and posting the commission, you can print the commission statement or commission
report to send to the sales rep along with the check.
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13.12 Accounting Reports
13.12.1 GL History

GL History Top Previous Next

Accounting - Accounts

The GL History screen displays transactions posted to the General Ledger in a list showing period,
date, JV no., source, description, amount, and GL account.

GL History (Filtered)

File View Help

Filter

Period |Date Jv no. | Source | Description Amount Account ho. A
242020 |05 Feb 20 1051 | 4R Dep &R Deposit 1002 100.00 {1005 ank. -

2/2020 D5 Feb 20 1052 &R Dep AR Deposit Reverzal 1002 [100.00) 1005 Bank - Domestic

242020 13Feb 20 1035 AR Pt AR Check 83383 9.056.16 1005 Bank. - Domestic

242020 13Feb 20 1036 AR Pt AR Check Reversal 33383 [9.05E.16) 1005 Bank. - Domestic

2/2020 13 Feb 20 1037 AR Dep AR Deposit 1000 100.00 1005 Bank. - Domestic

2/2020 13 Feb 20 1038 AR Pt AR Check &PPLY DEPOSIT 0.00 1005 Bank. - Domestic

2/2020 14 Feb 20 1039 AP Chg AF Check 7777 [1,500.00] 1009 Bank. - Domestic

2/2020 14 Feb 20 1040 AP Chg AP Check Rewerzal 7777 1.,500.00 1005 Bank. - Domestic

£/2020 16 Jun 20 1043 AR Dep AR Deposit 1001 100.00 1005 Bark - Dormestic

B/2020 16 Jun 20 1050 AR Dep AR Deposit Reverzal 1001 [100.00) 1005 Batk - Domestic
11/2020 18 Mav 20 1106 AR Prat AR Check 52003 £.84 1005 Bark - Dormestic ]

This data is also printed on the General Ledger Report.
You can select a record with the mouse or by the keyboard via the Page Up/Down and arrow keys.

The menu has options to

- filter the list by specifying selection criteria such as account, type, source (AP Inwices, GL JVs,
etc.), fiscal year and period

- display the source transaction (invoice, JV, etc.) for a selected history record

- display the JV responsible for a selected history record

- refresh the data displayed to show changes entered by other users, etc.

« print the list (with totals)

« export to Excel or comma delimited text

Tip: To display the source transaction or JV for a history record: select the record, then right-click to
display a pop-up menu. Or to display the source transaction you can double-click on it or select it and
press Enter.
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13.12.2 GL Totals

GL Totals Top Previous Next

Accounting - Accounts

The GL Totals screen displays summary account history records in a list showing GL account, fiscal
year, and amounts for opening balance and each period. You can choose which data to display for
each period. The default is Auto (Balance or Net Change), which is Balance for balance sheet
accounts (assets, liabilities and equity) and Net Change for income statement accounts (revenues and
expenses).

6L Totals
File Records View Help

Filter Find | History
Aceount no. |Hame ar |Opening Balance| Period 1 | Period2 | Peiod3 | Peiiod4 | Period5 | Peii Period 7 | Period8 | Peiiod8 | Period10 | Period 11 | Periad12 |

Biank - Domestic 0.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00

1005 Bank - Domestic 2021 0.00 2306 113570 11.327.8912569.34 12569.34 12560.34 12569.34 1256934 12569.34 12569.34 1256934
1006 Bank - Foreign 1 2021 .00 [1.00) [1.00) [1.00) 1.00) (100 [1.00) (1.00) (1.00) 1.00) [1.00) [1.00)
1007 Bank - Foreign 2 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1110 #ccounts Receivable - Domestic 2019 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 237166.039
1110 Accaunts Receivable - Domestic 2020 2316609 4762602 50138.84 5099498  50,994.98 50,994.98 50,145.68 50,322.38 5034461 5034461 5034461 505E0.07 60560.07
1110 #ccounts Receivable - Domestic 2021 0.00 [23.06) (1.135.70)| (11.327.99)12/569.34) [12,569.34) 1 2.560.34) 12.569.34) (12,560.34) [12569.34) (12569.34) [12569.34)
1m Accounts Receivable Journal - Dar 000 0.00 0.00 0.0o 0.0o 0.00 0.00 0.00 0.00 0.0o 0.00 0.0o
120 Accaunts Receivable - Foreign 1 2019 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 127910
120 #ccounts Receivable - Foreign 1 2020 127310, 1EE2E2 1BE2.82 1BE2.82  1BB282 18282 166282 166282 166282 166282 1BE282 1BE28Z  1BE2ZBZ v
< >

Accounts which do not have any data are also included in the list unless a specific year is selected.
Net Change is displayed as blank if there have been no transactions in the period. Balance is
displayed as blank if the period balance is zero and there have been no transactions in the period.

This data is also printed on the Trial Balance Report and is used for the Financial Statements.

You can select a record with the mouse or by the keyboard via the Page Up/Down and arrow keys. Or
click the Find button, then enter the account no. or select the account name from the drop down list.
Tip: You can enter the 1st letters of the account name then press the down arrow. This selects the 1st
record for that GL account, so if there is more than one you will also need to use the mouse or arrow
keys.

The menu has options to

« filter the list by specifying selection criteria such as account type or fiscal year

« sort the list by account no. or name

« select which data to display: Auto (Balance or Net Change), Balance, or Net Change
« display the budget for a selected account

- display history (transactions) for a selected account

« refresh the data displayed to show changes entered by other users, etc.

« print the list (with totals if selected data is Balances or Net Change)

« export to Excel or comma delimited text

Tip: To display the budget or history for an account: select a record for the account, then right-click to
display a pop-up menu. Or to display history you can double-click on it or select it and press Enter.
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13.12.3 Financial Statements

Financial Statements Top Previous Next

Accounting or Reports menu.

The Financial Statements are user-definable reports. You define the how the GL accounts should be
summarized, the text for each line, and the columns to print.

You can create reports such as an Income Statement (sometimes referred to as a Profit and Loss)
showing sales, expenses and profit. Or a Balance Sheet showing assets, liabilities, and equity (see
notes on retained earnings).

Financial statements can be run for selected subaccounts without having to set up separate statement
formats. For example an income statement for product group "Frozen Pies", and/or division "West",
etc. Or select no subs to get a summary consolidated report.

If “Validate” is selected, a warning shows any missing accounts, duplicate accounts, or account type
discrepancies such as assets or liabilities included on an income statement.

To set up a new statement automatically click on the “AutoCreate” button at the bottom left.
Select statement type: either Income Statement or Balance Sheet. This will create a statement with
appropriate headings, detail and totals for the selected type. For an income statement, there will be a
detail line for every revenue and expense account. For a balance sheet, there will be a detail line for
every asset, liability, and equity account. Click OK to finish or you can make changes if desired. For
example you could change the title, select a different format from the default, change the text on the
heading, detail or total lines, modify detail lines to combine multiple accounts on one line, delete or
add lines, etc.

Tip: For income statements only “Net Change” type formats are appropriate, and for balance sheet
statements only “Balance” type formats are appropriate.

To set up a new statement manually you should first enter the title, select a format from the list (to
select which columns to show), and enter the line heading and type for each line. Line types can be
Heading, Detail, Detail Revenue, Total or Total Revenue. Tip: If you type the 1st letter of line type, the
rest will be filled in. For example: press “d” for Detail, press “d” again for Detail Revenue.

+ Heading lines are printed with a bold font style. Use these for headings or blank lines.

+ Detail lines are indented by approximately 4 characters.

- Total lines are indented by approximately 2 characters and preceded by underlines.

Detail Revenue and Total Revenue line types show revenues as debits on Income Statements. Use
these line types for revenue lines (Gross Sales, Net Sales, Net Income, etc.) if you prefer these to be
shown as debits (“layman” style) or use Detail and Total lines to show revenues as credits (“traditional
accounting” style).

After entering the total lines you can update the detail lines to specify which total lines are to receive
the detail line data.
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You can change the sequence of the lines by using the arrow buttons. To insert a line, first add a new
line (Ctrl+Insert or right-click), then move the line to the desired position with the “up” button (or Ctrl+U
or right-click).

Example 1.

Title: Income Statement

Format: Net Change Simple (or Net Change Compare Month, or Compare Year, or Budget)
Lines:

Sales (type = Heading)

Gross Sales (type = Detail Revenue)
Less: Cost of Goods Sold (type = Detail)
Net Sales (type = Total Revenue)

Blank (type = Heading)

Operating Expenses (type = Heading)
etc.

Example 2.

Title: Balance Sheet

Format: Balance Simple (or Balance Compare Year, or Budget)
Lines:

ASSETS (type = Heading)

Current Assets (type = Heading)

Banks (type = Detail)

Accounts Receivable (type = Detail)
Inventory (type = Detail)

Total Current Assets (type = Total)

Blank (type = Heading)

Fixed Assets (type = Detail)

Less: Accum Depreciation (type = Detail)
Total Fixed Assets (type = Total)

Blank (type = Heading)

Blank (type = Heading)

LIABILITIES & EQUITY (type = Heading)
etc.

Detail Line Properties for the detail lines (such as accounts to include).

The Detail Line Properties section has 2 tabs: Accounts and Totals. (Note: Since this section only
applies to lines of type “detail” it is blank if a heading or total line is selected).

Accounts Tab: Accounts to include in this line are specified via ranges from/to. For example: if you
had 4 sales accounts 4001, 4002, 4003, 4004 to be included in the line “Gross Sales” you could
specify 4001 to 4004. Or 4001 to 4010 so that future accounts could be included without you having to
update the range. To insert or delete a range, use the pop-up menu (right-click on the Accounts grid).

Tip: To specify a single account you only need to specify the From Account. The To Account is
optional.

Tip: On a Balance Sheet statement, for Retained Earnings Current Year include all the revenue and
expense accounts. Ideally the account numbers would be in a range so you could include them all by
just specifying one range (from/to).
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Totals Tab: Here you specify which (previously entered) total lines are to receive data from this detail
line. For example: on an income statement “Gross Sales” might be added to total lines “Net Sales”
and “Net Income”. To insert or delete a total line (from this list), use the pop-up menu (right-click on
the Totals grid).

13.12.4 GL Reports

GL Reports Top Previous Next

Reports menu.

General Ledger
This report shows opening balance, transactions, and closing balance for each account for the
selected period.

Tip: You can also display and print GL transactions via the GL History screen, which has options to
filter and drill down to JV and/or inwice, etc.

Trial Balance
This report shows net change and balance (actual and buget) for each account for the selected period.
For revenue and expense accounts the balance is the net change year-to-date.

Tip: This information can also be displayed and printed via the GL Totals and Budget screens, which
have options to sort, filter, and drill down (total -> history -> JV and/or inwoice, etc.)

Financial Statements

The Financial Statements are user-definable reports. You define the how the GL accounts should be
summarized, the text for each line, and the columns to print. You can create reports such as an
Income Statement (sometimes referred to as a Profit and Loss) showing sales, expenses and profit. Or
a Balance Sheet showing assets, liabilities, and equity.

Financial statements can be run for selected subaccounts without having to set up separate statement
formats. For example an income statement for product group "Frozen Pies", and/or division "West",
etc. Or select no subs to get a summary consolidated report.

If “Validate” is selected, a warning shows any missing accounts, duplicate accounts, or account type
discrepancies such as assets or liabilities included on an income statement.

Lists

These list screens have a print option, and can be filtered and sorted in different sequences.
GL Accounts

Journal Vouchers

Budget

GL Totals

GL History

Other
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An ODBC driver is available (free upon request for end-user versions of Pilot) for creation of custom
reports via MS Access or Crystal Reports, mail merge with MS Word, and to import Pilot data to MS
Excel, etc.

13.13 Period-End

Period-End Procedures Top Previous Next

The following instructions cover the typical period end procedures for Accounting.

A. Post all Transactions — ensure that all inventory adjustments, shipments, inwices, work order
transactions, PO Inventory Receipts, AP Inwices, Checks, Customer Payments/Deposits and JV
Entries in the month are posted.

B. Reconciling Reports - These reports should be printed and the GL account associated with each
should be reconciled. The typical account used to offset any difference is Cost of Goods Sold.

1. Accounts Receivable

2. Accounts Payable

3. Inventory Value

Date Sensitive reports - There are two reconciling reports that cannot be back dated which need to be
run at the end of the last business day of each period. If you typically enter transactions for the prior
period on the first day of the next period (backdating the transactions) and prevent entry to the next
period until that's completed then you would print these reports as soon as those transactions are
completed.

1. Work In Process (WIP) — This report shows the current value of your work in process on open work
orders. It is located under the manufacturing reports section. When running this report at period or
year end, do not enter any filter selections for ltem, Date, WO or WO Type to get the total WIP
value.

2. Received Not Invoiced — This report shows the current value of items that have been received on
open purchase orders but have not yet been inwiced through PO Inwices. It is located under the
Purchasing reports section. When running this report at period or year end, do not enter any
selections for Vendor, Item or PO Type to get the total PO Received Not Inwiced value.

C. Close/Open GL Periods

You can control which GL Periods are open for posting through the System Setup > Your Company >
GL tab. At the start of the new period, these settings can be used to control posting in the prior and
new period.

Warn if before... or after

Pilot ERP will allow transactions to any period in the current fiscal year or beyond. To prevent
accidentally entering data to the wrong period, you can specify a range of periods so that the system
can warn you if you enter a period outside this range. This will provide a warning if posting outside the
entered periods but will let the transaction be posted.

Example: Warn If Before: 02 2017 Warn if After: 03 2017

Error if before... or after
Pilot ERP will allow transactions to any period in the current fiscal year or beyond. To prevent
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accidentally entering data to the wrong period, you can restrict the range of periods allowed by the
system. If you use this optional feature, you will typically change the range at the start of each period.
Example: Warn if Before: 01 2017 Warn if After: 03 2017

» Default period. This is automatically entered for new transactions. Leawve this field blank.
«  "Warn if before/after" range. The system warns if period is outside this range.
- "Error if before/after" range. The system doesn't allow a period outside this range.

Year-end processing is done via the Your Company Year-End button. This carries forward GL balances
for asset, liability and equity accounts, and creates an opening balance for the retained earnings
account based on the retained earnings closing balance plus the net of the revenue and expense
accounts. This allows financial statements to be run for the new year. After this, you have an option to
close the current year. Leaving the current year open allows more transactions to be entered for the old
year. You can then re-run the year-end when you are sure there will be no more transactions. Closing
the year ensures that no transactions are accidentally entered to the old year.

13.14 Year-End

Pilot ERP Year End Procedure

At the end of each fiscal year, you must run the Year End procedure in the Your Company > GL tab to
roll current earnings to retained earnings for the prior year and establish beginning balances for Asset,
Liability and Equity accounts in the new year. The Year End procedure consists of two steps. The first
rolls the balances forward to the new year and the second closes the period year and updates the
current fiscal year as well as updating the “Warn If...” and “Error If...” period and year range.

¢ You can enter and post transactions into the new year without running the year end procedure as long
as the Warn If After and Error If after periods include those dates. You can manually change those
periods without running the year end procedure.

e If the prior year has not yet been closed and you want to run financial statements for the new year,
you must perform step #1 to update balances for the new year each time before running the
statements.

Year End Steps:

1. Year-end processing is done via the Your Company Year-End button.

|=4] Your Company

General G/L l.-'l‘-.F' Dptiu:unsl AR Dptinns] Inventcur_l,l] Salez l Sewicel Purchazi

Accounting Penods

Fizcal vear: 13 @ Default Period: |_1 2M3
warn if before: | 1| 2013 wam if after | 1| 2013
Error if befare: |_1 2M3 Error if after: |_1 203
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GL: Carry fonward balances, etc.

Cancel |

This carries forward GL balances for asset, liability and equity accounts, and creates an opening
balance for the retained earnings account based on the retained earnings closing balance plus the net of
the revenue and expense accounts. This allows financial statements to be run for the new year. NOTE:
ALL AR/AP INVOICES, AR/AP CHECKS AND JV ENTRIES MUST BE POSTED BEFORE YOU CAN
RUN THE YEAR END PROCESS.

2. Atter this, you will be prompted to CLOSE the prior year. You have an option to close the current
year by clicking Yes on the screen below or leave it open by clicking No. Leaving the current year open
allows more transactions to be entered for the old year. You can then re-run the year-end (Step 1) again
when you are sure there will be no more transactions which will re-calculate the balances tocarry forward
and select Yes to close the year. Closing the year ensures that no transactions are accidentally entered
to the old year. You can carry the balances forward (Step 1) as often as needed until the year is closed.

e
- A

Year End: Permanently close 20137

GL balances have been carried forward, etc. so you can now print financial statements for 2014, You can leave 2013 ope

] me |
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14 HowTo...
14.1 Add a Customer

Add a Customer Top Previous Next

A 'Customer' in Pilot ERP is anyone to which your company provides goods or services.

Customers are presented in a list format under the Sales | Customers screen. The list contains the

customer name and additional information about the customer and can be printed or saved to a

spreadsheet.

To create a new Customer:

1. Go to the Customer screen under the Sales menu.

2. Click 'New Customer' at the top left of the Customer screen.

3. Pilot will automatically provide you with the next sequential customer number. This is used to
identify the unique customer. You can continue on or change the customer number/code to suit

your naming method.

4. In the Name field, enter the name of the Company or individual. This name will appear on all orders,
shipments, invoices and reports for that customer.

5. Complete by entering the customers main billing address and contact information. If the customer
has a shipping address different from the billing address, you can enter it into the Ship To tab on the

customer card.

6. Enter the Customers Tax Code(s), preferred shipment methods and payment terms on the Terms/
Sales tab.

14.2 Add a Vendor

Add a Vendor Top Previous Next

A 'Vendor' in Pilot ERP is any company or individual which provides goods or senvices to your
company.

Vendors are presented in a list format under the Purchasing | Vendors screen. The list contains the
vendor name and additional information about the vendor and can be printed or saved to a spreadsheet.
To create a new Vendor:

1. Go to the Vendor screen under the Purchasing menu.

2. Click 'New Vendor' at the top left of the Vendor screen.

3. Pilot will automatically provide you with the next sequential vendor number. This is used to identify
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the unique vendor. You can continue on or change the vendor number/code to suit your naming
method.

4. In the Name field, enter the name of the Company or individual. This name will appear on all
Purchase Orders and AP Checks and reports for that vendor.

5. Complete by entering the vendors main billing address, contact information, payment terms and
preferred shipping method from vendors location.

14.3 Add an ltem

Add an Item Top Previous Next

Inventory ‘items' (parts) represent materials or senices that you manufacture, purchase and sell. Pilot

ERP keeps track of the quantity on hand, value of your inventory, average cost, etc. Through inventory

part items, you can keep track of how many items remain in stock after a purchase, manufacturing

usage or shipment, how many items you have on order, your cost of goods sold, and the value of your

inventory.

To add an item:

1. Go to the Inventory | ltems screen.

2. Click "New ltem" at the top left of the Item screen.

3. Pilot will automatically provide you with the next sequential ltem number. This is used to identify
the unique item. You can continue on or change the item number/code to suit your part number
scheme. This can be a descriptive name or number.

4. Select the ltem Type

5. In the Description field, enter the full description of the Item. If you do not have enough room to
enter the full description of the item, you can use the Additional Info field to continue the description.

6. If known, enter the Standard Cost, Unit Weight, Qty Per Batch, Revision, applicable Tax Codes,
Minimum Stock Qty, Drawing Number and Lead Time to manufacture or purchase.

7. If this item can be sold, enter the price into the Price List.

8. Click OK to save the item and go back to the ltems list.

14.4 Add Bills of Material (BOM)
Add Bills of Material (BOM) Top Previous Next

Bill of Materials can be added for your Manufactured items through the ltem > Bill of Materials screen

1. Click NEW
2. Select the item from the ltem No. field.
3. Enter the quantity used to produce the batch or unit quantity of the manufactured item.
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4. (Optional) enter the waste/scrap %. This will increase the quantity on the work order by that %.
5. (Optional) enter the Reference if needed.

|4 Creamy Caesar - case 12 x 500 ml llml l o o S
ltem no.: 1002 ltem Type: | Dressing for Salad ~ | [E] Edit tem Types.
Description: | Creamy Caesar - case 12 x 500 ml /| Suspended
General Stock Status  Pricing/Discounts Bill OF Materials Routing GL Accounts Vendor Customer Dimensions Documents Haz Matinfo Manufacturer
(1D ew X ot | (D) 00| @) o)
Material required to produce 1 batch (100):
Line |Item no ‘Descr\ptiun Quantity |Waste % ‘ Reference -
41 1026 Non-Fat Grated Parmesan Cheese (Kg) 150 5
2 1024 Non-Fat Plain Yogurt (L) 350 S
3 1025 Egg *olk (L) 20 5
4 1021 ‘Worcestershire Sauce (L) 7 5 fsdaf L
5 1023 Dijon Mustard (L) 12 5 7
& 1027 Minced Garlic (Kg) 10 5
T 1022 Anchovy Paste (L) 10 5 fdzafsa
8 1014 Salt (Kg) 1 5
9 1015 Pepper (Kg) 1 S
10 1041 Jar 500 ml 1200 3 fasfsaf
11 1052 Creamy Caesar - label 500 ml (1000) 12 3
12 1048 Plastic cap (1000) 12 3
13 1038 Box 100 3
Motes for item 1028 /| Print this items notes on work order
Where Used S0 Quotes Sales Orders AR Invoices PO Quotes Purchase Ord oK Cancel
L

14.5 SMTP Email Setup
Pilot ERP Email Settings:

1. Within Pilot ERP, go into the System Setup > Your Company > Email tab and select “SMTP” as
your Outgoing E-Mail Type.

2. Enter your company SMTP Servername, SMTP port and a default company email address.
(NOTE: This email address will not be used by Pilot unless there is no email address entered under
each user account)

3. If your email requires authentication, check the "Authentication Required" check box and enter the
default username and password for the default email account.

4. If your email requires SSL/TLS, check that format option.

5. If you would like emails to be formatted in HTML you can check the "Use HTML Format" option.
NOTE: It's recommended that you use plain text format (which is what the Pilot email uses by default
unless that option is checked) unless you have a specific need for HTML formatting or need to add a
logo.

6. If you would like to add a logo or image to the emails, you can select your logo and enter the height
and width of the image pixels. This must be entered exactly the same size as the logo image or it will
not display properly.
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Your Company

General G/ AP Options AR Options  Inwentory  Sales  Service  Purchasing  Manufactuing  Customers  ‘Waranty  Motes  E-Mal  Support  Utilities
Outgoing E-bail
Outgaing E-tail Type SMTP Settings
O M&PI ® SMTP SMTP Server: |secure.emailsrw.com
SMTP Part
Register FwE asyMARIZ2 Default E-Mail Address | username{@pilaterp. com
v o ]
Register RwE asyMAPIGS Authentication Required
Default User Mame: |usemame@piloterp.con{ |
Drefault Password: _
[ Use S55LATLS [ Use HTHL Farmat
Image Mame: | |
Image Height: l:l Image *Width: I:I
Drefault E-Mail Subject/Signature N
Subject: |#doctypel# - #dochumberdt | v #)
‘400ctypets - (S2ieS Quote, Sales Oroer, Bill of Lading, AR Invoice, PUcnase Quote, Purcnase Cnr)

Dear Houstomernamed,
Fleaze find #doctypel#t #docnumbertt attached]
Thank, you,

Husermamett

Heompanynamett

Hcoaddresslinel #

Hcoaddressline2#

Hcoaddressline 38

Hoompanycitylf, #oompanystatet #oompanyziph
Phone: #companyphonedt | Fax: #companyfast
Huseremailt

Himagett

Emoicenc

ysemame - Full Name

oremi - (Quote, Sailes Ondes, PO Quote or PO Numider)
Hocngnas - Shipment Tooking numider on SNipment and AR Invoice.

SooctypeRs - (Sakes Quote, Sales Omer, Packing List, AR Imvice, Pucnass Quote, Punase Oner
doctypesi- (Quote, Order, Packing List, imvoice, PO Quote, PO)
#docnumbens - (Sales OrderQuote Numder, AR IMvaice Numier, PO/Quate Number)
HousNmerpo: - (Customer PO Number fum Sales oreriquoteimioics)

Lancel

[rata Dictionary

Help
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15 Keyboard and Mouse Shortcuts

Keyboard and Mouse Shortcuts Top Previous Next

To

Press

Increase a date

Decrease a date

Display a pop-up calendar

Calendar: next day/previous day

Calendar: next week/previous week
Calendar: next month/previous month
Display GL Account or ltem Search
Advance to a grid (items on an inwoice, etc.)
Advance to a new row on a grid

Insert or delete a line on grid

menu

AR Payments: enter payment amount, etc.
Display a drop down list

Remowe an entry from a drop down list
Undo text

+
Ctrl+Enter or Double-click
right arrow/left arrow

down arrow/up arrow

Ctri+right arrow/Ctri+left arrow
Ctri+Enter or Double-click
Page Down

Page Down (on grid)
Right-click to display a pop-up

Right-clik to display a pop-up menu

Alt + Down arrow
Delete
Esc
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16 Purchase Pilot ERP

Purchase Pilot ERP Top Previous Next

This program is distributed as a free 30 day evaluation version, limited to 30 days until the program is
purchased.

For current prices and purchasing info please see www.piloterp.com
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17 Technical Support
Technical Support Top Previous

Technical Support for Pilot ERP is available for purchase through our website at www.piloterp.com
Current prices are listed on the website.

Purchase online, by email sales@piloterp.com or by phone (512) 535-4201.

:I'he Pilot ERP Software web site www.piloterp.com contains...

«  Current Pricing
« Latest versions available for downloading.
«  Support Login
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Account Types 317
Accounting 127, 360
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Accounts Payable GL Account 121

Accounts Receivable 332
Accounts Receivable GL Account
Additional Info 150
Adjustments 174

121

Adjustments to Previous GL Transactions

Aged Payables Report 351
Aged Trial Balance Report 336
AP 126, 338

AP Checks/Checks 339

AP Discounts GL Account 121
AP GL Account 121

AP History Report 351

AP Inwices 296

ap payments 51

AP Reports 351

AR 125, 213

AR Discounts GL Account 121
AR GL Account 121

AR History Report 336

AR Inwices 209

AR Payments 332

AR Reports 336

AR Statements 336

AR Write-offs GL Account (default)
Asset Accounts 317

Attach 229

AutoCreate Checks/Checks 339
Auto-Rewersing JVs 319

-B -

Backorderable 150
Backorders 44
Backorders by Item Report 239

121

Balance Sheet 356
Bank 47

Bank Account 119
Bank Book 331

Bank Charges and Interest 323
Bank Reconciliation 329
Banks 119

Beginning Balance 360
Billing 209
Bills of Lading 131, 205
Bills of Materials 254
Budget 326

Bugs 368

Buy 367

-C -

Capital 317

Carriers 99

Cash Receipts 332

Cash Requirement Report 351
Chart of Accounts 314
Check 51, 126

check format 51

Checks 339
Checks/Checks

AutoCreate 339
Checks from Customers 332
Checks to Vendors 339

Reconciling Checks from Customers

Reconciling Checks to Vendors
Client/Server 11
Commissions 352
Company 17
Company Address 46
Company Name 46
Company Setup 17

339

Corrections to Previous GL Transactions

Cost of Goods Sold
Example of JV 323
GL Accounts 150

Cost of Materials and Resources - Standard

Costing Method
Costs 150
Currencies 121
Current Earnings 360
Customer 229

Customer Payment Types 125

109, 146

369

150

© 2022 Pilot ERP Software




370 Pilot ERP Manual

Customer Pricing 232
Customer Statements
Customer Types 93
Customers 189, 213
Customize 131
Customizing 8

-D -

data 133

Dates 75

Days to Next 265
default shipping address
Deposit 150
Deposits 332
Depreciation 323
documents 229
Drawing No. 150
Duty 150

-E -

edit 131

Email 364

E-Mail 364

Employee 268
Employees 83
Equipment 80

Equity Accounts 317
Examples of Journal Vouchers
Exchange Rate 121
Expense Accounts 317

-F -

Financial Statements
Finished Goods 282
Fiscal Period 46
Fiscal Year 46, 47
Forecast 279
Foreign Exchange

and Bank Balances to Domestic Currency

Currencies 121

Exchange Rate 121

Multi-currency Overview 123

Purchase of Foreign Currency
Freight 150

336

216

323

356

323

323

-G -

Gain/Loss on Foreign Exchange GL Account

General Ledger 47, 127, 313

General Ledger Report 358

Getting Started 16

GL 47,124

GL Account 127

GL Account Detail

GL Account Types

GL Accounts 314
Sample Chart of Accounts

GL History 354

GL Reports 358

GL Totals 355

Goods 150

Graph 44

GST 98

-H -

Help 368
Home 44
Home Page 44
How to Install 11

image 229
Import Data Wizard
import wizard 133
Income Statement
Installation 11
Inventory 363
Adjustments 174
Cost of Goods Sold - Example of JV 323
Cost of Goods Sold - GL Accounts 150

Cost of Materials and Resources - Standard
150

Costing Method 109, 146
ltem Types 109, 146
ltems 150
Materials 150
Oweniew 145
Packaging Materials
Product Standards

354
317

318

133

356

150
150

121
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Inventory 363
Raw Materials 150
Receipts 294
Totals 173
Transaction History 173
Inventory Reports 186
Inventory Transaction History and Totals
Inventory Value Reports 186
Inwice 125, 131
Invice Register 241
Invoices
Inwices from Vendors 296
Inwices to Customers 209
Item Manufacturers 170
ltem number 363
ltem Price 232
Item Types 109, 146
ltems 150

-J -

Job Tracking 8
Journal Entries 319
Journal Vouchers 319

Examples 323
JVs 319

-K-

Keyboard and Mouse Shortcuts 366
Keyboard Shortcuts 366
KPI 44

-L -

Labor 80, 83, 268
Lead Time 150
Ledger 313

Liability Accounts 317
Logo 46, 209

Lot number 294

Machines 80
Manufacturers 170

Manufacturing Order Status Report 285

Manufacturing Orders 254
Manufacturing Oveniew 253
Manufacturing Receipts 270
Manufacturing Reports 285
match 133
Material and Resource Usage Reports 285
materials 363
Materials Used
Actual 270
Standard 150
Standard vs Actual 253
Minimum Quantity 150
MRP 279, 280
Multi-company 11
Multi-currency 123
multiple shipment addresses 216

-N -

Network Install 11
New Company 17
New Versions 368

-0 -

Open Payables Report 351
Opening Balance 360
Opening Balances

Carrying Forward from Previous Year 359

Example of JV for Initial Entry 323
Initial Entry 16

Order Detail Report 239

Order Status Report 239

Organize Companies 17

organize documents 229

Outside 265

Owners' Equity 317

-P-

Packaging Materials 150
Partners' Equity 317
parts 363
Payment 125, 126
Payments
Payments from Customers 332
Payments to Vendors 339

37
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Period-End 359

Periods 124

Perpetual Inventory Reports 186
Physical Count 177

Pick List 131

Picking Slips 191, 195

PO 265

Port 364

Preferences 46

Price Break 232

Price Lists 102

Prices 232

print check 51

Print Document 229

Priority 86

Problems 368

Product Standards 150
Production Schedule 281
Profit and Loss 356
Proprietor's Equity 317
Purchase 367

Purchase Order 131, 265
Purchase Order Detail Report 311
Purchase Order Status Report 311
Purchase Orders 288
Purchase Orders Overview 288
Purchase Orders Reports 311

Quantity Available 150
Quantity Available (MRP) Report 285
Quantity Available Report 239

Quantity per Batch 150
Quotes 191, 195

-R -

Raw Materials 150

Receipts 294

Recipes 150

Reconciling AR Payments 332
Reconciling Checks/Checks 339
Report Designer 131

Reports

Accounts Payable 351
Accounts Receivable 336

General Ledger 358

Inventory 186

Manufacturing 285

Purchase Orders 311

Sales Analysis 241

Sales Orders 239
Resource Scheduling Reports 285
Resource Usage Reports 285
Resources (labor and equipment) 80
Resources Used

Actual 270

Standard 150

Standard vs Actual 253
Retained Earnings 317, 360
Rewvenue Accounts 317
Revision 150
Routings 268

-S .-

Sales 209

Sales Graph 44

Sales Inwoice Register 241
Sales Order Detail Report 239
Sales Order Status Report 239
Sales Orders 131, 191, 195
Sales Orders Oveniew 189
Sales Orders Reports 239
Sales Reps 94

Sales Tax 96

Sample Chart of Accounts 318
Scheduling 75

Scrap Codes 87

Security 67

Selling Price 232

Serial Control 150, 156

Serial Numbers 282

Server 364

Senice 265

Senices 150

Setup 16

Shareholders' Equity 317
Shift 83

Ship To 216

Shipments 205

Shop Trawveler 131

Shortcut Keys 366

SMTP 364
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Standard Cost 146, 150

Statements 336 - Y -
Sub Account 127

Sub Account Types 127
Subcontract 265
Subtotal 127

Suppliers 301

Support 368
Suspended 150

-T-

Tax Codes 150

Year 124, 360

Year End 47, 360
Year-End 359

Your Company 46, 47

Taxes 96
Technical Support 368
Time Billing 8

Trial Balance Report 358

-U-

UL Labels 282
UL Numbers 282
Unit Cost 150
Unit Price 232

-V -

Value Reports 186
VAT 98

Vendor ltems 307
Vendor Payment Type 126
Vendor Types 118
Vendors 301

-W -

Warehouses 112, 148
Waste in Manufacturing
Actual 270
Standard 150
Standard vs Actual 253
Website 46
Weighted Average Cost 146, 150
WIP 285
Work Calendar 75
Work in Process 285
Workcenter 265
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