ERP Consulting
NorthClark Web Development

Computing Custom Programming Solutions
Desktop & Web Applications for Manfact

NorthClark Computing, Inc.
Purchase Order Approval

User Guide

May 20, 2011

Purchase Order Approval is a member of the suite of
NorthClark Desktop and Web Applications for Manfact by Epicor.

©2011 NorthClark Computing, Inc. All Rights Reserved

This document contains information that is the property of and proprietary to NorthClark Computing, Inc. Any unauthorized duplication in whole or in part
is prohibited. Epicor and Manfact are trademarks of Epicor Software Corporation. Microsoft, Windows and NT are trademarks or registered trademarks of
Microsoft Corporation. Universe is a registered trademark of IBM Corporation. All other trademarks acknowledged. Published in the U.S.A. This document
is for informational purposes only and is subject to change without notice. NorthClark makes no warranties, express or implied in this document. The
contents of this document are believed to be current and accurate as of its date of publication.




NorthClark Computing, Inc.

TABLE OF CONTENTS
INTRODUGCGTION...ccoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 1
PURCHASE ORDER APPROV AL ..cccceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseesesssssssssssssssssssssssssssssssssssssssssssssssssssssess 2

IMLAIN SCREEN ....uuiiitititttt e e ettt ettt eeeeeeee e ettt aaeaaeesseee et aaaaaa s eeeestsaaaaaaseeessassanasesesssssnnnnsseeesessnnnnns 2
SCATCIH OPTIONS ...ttt ettt et e et at e et e e bt e nbeebeeenseeneeenseenneas 2
Approving a Purchase Order or REGQUISIEION .................c...ccueeiiieeeciieesiie e eeee e eiae e evae e 4
M@ MERU OPIIONS ...ttt et et ettt e et e ettt e ettt e e ateeenseeeennee s 10
RIGIE CLICK MO ...ttt ettt e e e et e e e e e sebeeensaeesnnee s 11

ACTIVITIES IMENU......ottiiiiiiiiiiiiiiiiieeetteeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeaeeseeaes e aeae s et eee s seeaaeeasassesasassasssasansssssassssssssnnne 12
Batch Update of Order Approval ReqUIFEMENLS. ...............c..cccueecueerieaiieniieeeieeeieeeeesiee e eeee e nenes 12
Sending Email NOTIfICALIONS ...........ccccccuiiiiiiiiiiiiiiiiiee ettt et 13

TOOLS IMENU ....ccttuuiieiieeeeeteeeee ettt e e e e e e et e ea e eeee e et e ta e e e e eeeee st s aaa s eeeeeseesssnnnnssseeesssnnnnseesennes 14
Part COST HISIOTY ..ottt ettt 14
Updating ROUtING INfOFMALION..................cccuveiiieiiieiieeie ettt eseeeeseens 15
View Purchase OFder DOCUTERE .................eeeeee e et 16
View Purchase OFder ATEACHIMEILS ..........cco.ueeeee e et 17

SYSTEM ADMINISTRATION.....cciiieeererereresersssrsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 18

PURCHASE ORDER APPROVAL ADMINISTRATION .....ccoiitttuiiieieeeeiiiiiieeeeeeeeeetssnnnseeeseeessssnnnseseeesssannns 18
GENEFAL OPLIONS ...ttt ettt 18
People Authorized t0 APPIOVE OFAETS ...........cc.ooeeeeieiiieiiieeeee et 20
APPFOVAL RULES ... ettt ettt ettt 22

EMAIL DELIVERY OPTIONS ... iiiiiitttiiee et eee ettt e e e e e e eeeetaaeeeseeeeeetaaaaseesesestssaanaseseeessssrnnnsseeeeesssnnnns 25

MANFACT SETUP REQUIREMENTS ....coiiiiiiiiiiiiieeeeeeeeeeeeee e 26
N el USSP URS 26
General Ledger Department COAES ..............ccccuociiiiiiiiiiiiiiiiiiiiet ettt 26

GENERAL INFORMATION .uuueeeceeeeeeeeeseeesecsesssesssssesssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 27

PRINTING A SPREADSHEET .....cooiiiiiiiiiieeeee e 27

IMPORTING DATA FROM A SPREADSHEET OR TEXT FILE ...uuuiiiiiiiiiiieee et 29

EXPORTING A SPREADSHEET TO EXCEL ...cccooiiiiiiiiiiii 30

EDITING FEATURES ..ottt ettt ettt e e e e e ettt e e e e e e ettt e aa s eeseee e e s s b eeseeesesarnnnseseeesssannns 32

CUSTOMIZING YOUR DISPLAY / ARRANGING COLUMNS .....ccettiiiiiiiiitiitreeeeeeisiiiieereeeessesssnnseesessssssssinns 33

WVILDCARDING ...ttt et e et e e e e et e e e et e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e eeannaeeeeannaeeerennaeeennnnans 34



NorthClark Computing, Inc.

Introduction

The Purchase Order Approval module works in concert with NorthClark’s Buyer’s Workbench, a
Windows desktop application which may be used to view, create, and modify Purchase Requisitions,
Requests for Quote, and Purchase Orders in your Manfact system. The Buyer’s Workbench helps
Manfact users manage the procurement process efficiently and with greater accuracy.

The Purchase Order Approval module allows you to:

o Establish company rules for signature requirements based on purchase order type, supplier
status, various dollar thresholds, and other user-defined criteria.

o Automatically route documents to the appropriate individuals for signature, and send email
notifications requesting their approval.

o Automatically place orders on hold until appropriate approvals have been received.

o Obtain approvals using electronic “signatures” to authorize release of individual order line
items.

o Alert the Buyer when all items on an order have been either approved or rejected.

The Purchase Order Approval application will reduce the risk of placing purchase orders without
appropriate authorization, and simplify management of the approval process.



NorthClark Computing, Inc.

Purchase Order Approval

Main Screen

You may receive notification of purchase orders and/or requisitions requiring approval via e-mail, or if
you are a Buyer, you may receive an alert on the Buyer's Workbench. You may also view items
requiring your approval by going directly to the Purchase Order Approval system and performing a
search. The “Search Criteria” options are shown when you start the application, as illustrated below.

Search Options

Use this screen to locate purchase orders and/or requisitions to view or update.

Purchase Order Approval Q@E|
File Edit Wiew Activities Tools Help
D | Bl & (@[5 ¢
Search Cntena T Items to Approve
Fecord Types Status: [ ate Range:
v Open [~ Rejected [ From Date:
[v Reguistions .
[~ Approved [~ Mot Required ™ ToDate l—_l
[v Purchaze Orders - noae
Filters:
orde Tooe POt I— [ DueBefore:
&5 Bt Approval Levelz Bemaining:
% 1- Inventory = ¥ dny /Al / None
v 2-E=penze Supplier:
v 3-Capital
WOt A = Mirombe
v 4 -'wiark Order 30 = Director
[v 5 - Direct Ship Whae: | ﬂ
v E - Draop to VYendar
Buyer: -
g ;'EDH.II:V'FEDWD Pt | J Approval Mame From:
w o - Lut ar
HISIEE TIOEESS | i+ Remaining &ppraval Mames
Desc: | ™ Al Approval M ames
Froject: ﬂ
‘!ﬁ Search ‘ ‘ v Besat ‘ |
Account; MODERMDS. 11

You can use the available search fields in any combination to narrow your search. If you don’t know the
specific details of a particular field, you might use wildcarding to enter only a portion of the part
number, project number, etc. Please refer to the General Information section of this document for more
information on wildcarding.
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The fields you may use to narrow your search include:

Record Type This option allows you to choose the type of records to be viewed, Purchase
Orders, Requisitions, or both.

Order Type(s) Choose any combination of the Order Types to be included in your search.

Status Choose the status of the records you wish to view. Normally you would choose
only open items requiring approval, however other options have been made
available if you wish to view past records.

Filters Additional filters have been provided to narrow the search. You may also search
for a specific PO# or Requisition #, or filter by Supplier, WO#, Warehouse,
Buyer, Part #, Description or Project ID.

Date Ranges You may limit your search to records entered within a certain date range, or
where the next due date is prior to a specified due date.

Approval Levels You may limit your selection to only those orders awaiting specific Approval

Remaining Levels, or you may also select only those orders that have been routed to a certain
individual.

Approval Name "Remaining Approval Names" searches the list of people whose approvals are

From still required based on the Routing information.

"All Approval Names”, searches the entire list of names, whether signatures have
been posted or not.

After you have entered all of the desired search fields, click on the [Search] button to begin the selection
process. The following is displayed while the search is progressing:

» Cancel

Loading 23 of 45 Records

The system is now generating the list of purchase orders and/or requisitions. The results will be
displayed on the “Items to Approve” tab. Note that anytime during the selection process, you may click
the [Cancel] button to stop the search.
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Approving a Purchase Order or Requisition

This view displays a list of records meeting your Search Criteria. Colors are used to differentiate items
by Status (open, approved, rejected, not required). Note, you may choose the colors you prefer by
selecting Display Options from the View menu.

Purchase Order Approval E@@

File Edit Wiew Activities Tools Help
D|6| &= By @mal 2|
Search Critenia T ltems to Approve
: Approver's Buyer's System | Target Unit | Target Ext. : Extended | Doc | PO/REQID | F2|
Sl Motes Motes Motes Coost Cost Sl Plize Wanance | Type - LI
#3 - Froceszed 0.0000 0.00 33.00 3300PO BY4 ng
i - Froceszed 0.0000 0.00 825.00 826500 PO B7AH ng
] - Froceszed 0.0000 0.00 33.00 3300 PO BY-E ng
76 MAA Processed 0.0000 0.00 153000 -1,530.00/FO B39 ng
ErAI Processed 0.0000 0.00 180.00 -180.00 PO BS-2 0z
78 M Processed 1.436.8000 143680 234567 -908.87 PO PCO?POT0E-1 07
79 bl | Processed 0.0000 100.00 100,00 PO wWHA 03|
80 - Process 0.0000 0.00 30,000.00 -30,000.00 PO XY201-1 D1
1 = = M——— n Annn R nnn nn Ennnnnen e 1 n’L
1 E‘ | 3
Rule Details for PO# X¥201-1 ) 4| 20ata7 kM
. Rule . Approval | Approval | Amount | AppfRej | AppdRe] | Motified «
Action # Rule Description Status Level Perzon | Approved Date Time Date
1 - |9 Wariance from Target Cozt over $250  Open B0 fred =
2 - |22 Compare to Field Approved 10 ADMIMIST 2000000 05420417 20:14:068
3 - |26 Direct Ower $20K. Approved 20 ADMIMIST 30,00000 05/20/17 20:14:06 -
< | [ |
Account: MDEMOBE.9

The top grid displays the list of orders you selected. The bottom grid displays detailed approval
requirements and history for a selected item. Simply navigate to any cell on the top grid to see the
details for that order.

Only the “Action” and “Notes” columns may be updated using this procedure. All other columns are for
display only. Choose the desired Action for each item, and then click the [Save] button to post and/or
remove signatures.

You may enter Action commands for the total order or for specific Rules. When you choose to enter the
action for the total order, using the upper grid, the action is automatically applied to all applicable Rules
for the order. If the order requires signatures for more than one Rule, your signature will be applied to
each Rule where your Approval Level meets the requirements defined for the rule. Use the lower grid if
you want to enter an action for a specific Rule.

If the same Rule Number appears more than once on the Rule Detail display, it means that multiple
signatures are required. The minimum approval level required for each signature is displayed. You may
not post more than one signature to the same Rule Number.
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The "Remove Mine" and "Remove All" actions allow you to remove signatures that were previously
posted to an item. Note, to remove someone else's signature, you must have an Approval Level greater
than the individual you are trying to remove.

If during entry you receive the following error message, it indicates that you are trying to approve a
requisition or purchase order where you are designated as the “Requestor”. You may not approve your
own requisitions or purchase orders.

Invalid Signature El

L.l
\14) You May Mok Approve Your Own Requests,

Column Definitions:

Action Select the desired option from the drop-down list:
Approve, Reject, Remove Mine, Remove All

Approver’s Notes | Free form text entry.

Note, the remaining columns are for display only, and may not be changed:

Buyer’s Notes Notes entered by the Buyer using NCC_BWB.

System Notes System Messages

Target Unit Cost The Target Unit Cost will be one of the following, depending on the option chosen
in the System Administration screen: Current Standard Cost, Frozen Standard
Cost, or Last Cost.

Target Ext. Cost Target Unit Cost * Quantity Ordered

Ext. Price The dollar value of the item awaiting approval.

Ext. Variance Target Extended Cost - Extended Price

Doc Type Type of Document: Purchase Order (PO) or Requisition (REQ).

Doc Id — Li# The Purchase Order or Requisition Number, followed by the Line Number.
PO/REQ Date The Purchase Order or Requisition creation date.

Status Current approval status of this item: Open, Approved, Rejected, Not Required.
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# Signatures

The total number of signatures required for this item.

Required
# Signatures The total number of signatures (approvals or rejections) applied to this item.
Posted
Buyer Code The identifier of the Buyer assigned to the Purchase Order.
Order Type 1 - Inventory or Production Material shipped to a physical inventory location
2 - Expense Items charged to specific General Ledger account
3 - Capital Items charged to specific account
4 - Inventory or Production Material to Work Order (A Part Number is Required)
5 - Direct Shipment from Supplier to Customer
6 - Drop Shipment to another Supplier
7 - Non-inventory costs to Work Order (No Part Number is Required)
8 - Outside Processing charged to a Work Order
Part Number The part number is a required field for Order Types 1, 4, 5, & 6.
Description Description of the part or item to be purchased.
Part Hold The Hold Code from the Manfact Parts file is displayed. Hold Codes include:

U - Discontinued, but flagged for "use until exhaust" effectivity.
D - Discontinued item, no orders should be recommended.
O - Obsolete part, should not be issued to work orders.

Rev (Revision)

Revision Level of the part.

Start Order Date The date by which the order must be placed to meet the required date, based on the
part lead time.

Required Dates The date that the item is needed.

Schedule Dates The scheduled delivery date(s) for the item.

Order Quantity The total quantity ordered is the sum of all scheduled delivery quantities.

Supplier Number If the line item you are viewing is a requisition, the suggested Supplier is

and Name displayed.

Vendor Hold Hold code from the Manfact Vendor file.

Buy UM The purchasing (buy) Unit of Measure required by the supplier. This unit of

measure can be different from the stocking unit of measure. The conversion is
performed by creating an appropriate Buy U/M Factor.
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Buy U/M Factor

The multiplier used to convert from the purchasing (buy) unit of measure to your
company's stocking unit of measure for this part. For example, if you stock an
item in discrete units (each), but purchase it by the dozen, the Buy U/M Factor
would be 12. Therefore, when you purchase 1 package, you will receive 12 units
to stock.

PO Price

The unit price for this PO line item. This price is based on the Buy Unit of
Measure. The system will automatically convert the pricing to the equivalent
stocking unit price.

The pricing may be entered in multiples of a single buy unit of measure. This
additional conversion is performed by entering the appropriate Price Per and Price
Conversion factors.

Price Per

The number of units that the PO Price refers to. The PO price entered for this line
item will be multiplied by the total quantity and then divided by this factor.

Price Conversion

Used to convert the PO price to a factor other than the Buy Unit of Measure. This
information will default from the Parts file.

Ext. Price

Extended Price = Order Qty * PO Price * Price Conversion / Price Per.

Foreign Price

As applicable, the unit PO Price in Foreign Currency.

Tax Type

Tax types are defined in the Manfact TABLE.TAX procedure.

Resource Code

Valid resource codes are defined using the Manfact TABLE.WO entry procedure.

Whse The Warehouse Code identifies the location where materials are to be delivered.

Project The Project Number to be charged with this purchase.

Work Order The Work Order Number that will receive the material or services.

InvLoc Manfact inventory location identifier.

G/L Account The General Ledger Account Number to be charged for expense (type 2) or capital
(type 3) purchases.

Requestor The name of the individual that generated the requisition.

Deliver To Free form user defined name of the location where the item is to be delivered.

Last Cost The last actual cost recorded for the part from either a purchase order or work
order.

Printed Notes Free form notes to be printed on the purchase order line item.
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Note Numbers Identifiers for user defined Notes from Manfact PURTEXT file. The associated
notes will be printed on the purchase order document.

AML Approved Manufacturers List.

Mfg. Name Manufacturer of the item.

Mfg. Part# Manufacturer's part number for the item.

Ship To Doc. #

Ship To Document number: Purchase Order or Sales Order Number.

Ship To Line #

Line number corresponding to the item on the Ship To Doc.

Supply Parts?

When this box is checked, it indicates your company will supply parts to the
vendor for manufacture of the item ordered.

OP Location

If you are supplying parts to the vendor on this order, a Manfact outside
processing inventory location will be shown.

Parts To Supply

If you are supplying parts to the vendor on this order, the list of Part Numbers is
displayed here.

Print? When this box is checked, the line item will be printed on the PO.

A/P Acct# The Accounts Payable account associated with the line item being purchased.

Early Days The number of days tolerated for early delivery. Receipts that are too early will be
placed on hold.

Over Ship % Percentage of acceptable over-shipment. Receipts containing quantities more than
the allowable percentage will automatically be placed on hold.

Hold Code Any entry in this column means the purchase order line item is on hold.

Inspect When this box is checked, inspection is required upon receipt.
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Rule Details

One row is displayed for each Rule Number where a signature is required. If more than one signature is
needed, multiple rows may be displayed for the same Rule Number.

Action Select the desired option from the drop-down list:
Approve, Reject, Remove Mine, Remove All

Rule Number The identifier of the rule that applies to this order.

Rule Description of this rule.
Description
Status Open, Approved, Rejected, Not Required

Approval Level | The minimum approval level a person must have to approve this rule.

Approval The suggested or actual approval person (depending on status).
Person Note: Actual approval person will print on the Purchase Order.
Amount The dollar amount approved.

Approved

App/Rej Date Date or approval or rejection.

App/Rej Time Time of approval or rejection.

Notified Date Date Approval Person was notified that approval is requested.

Notified Time Time of notification.

Notified Via Email address used to notify Approval Person.
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Main Menu Options

Following is a brief description of the options available from the Main Menu of the Purchase Order
Approval application:

Menu Option Description

File Clear Clear all current data on all displays.

File Save Save your changes to the database.

File Print Print the current active spreadsheet.

File Export Export data from the active spreadsheet.

File Exit Close the application.

Edit Copy Copy data to the Windows clipboard.

Edit Cut Cut data from the field and copy it to the Windows clipboard.
Edit Paste Paste data from the Windows clipboard.

Edit Fill Update all of the selected cells from the Windows clipboard.
Edit Zoom View, print and/or edit the expanded contents of a field.

View Unhide All Expose all columns previously hidden.
Columns

View Auto Fit Automatically adjust the width of each column to accommodate your data.
Columns

View Display Set user preferences affecting the appearance of the screen.
Options

Activities | Batch Update | See Batch Update of Approval Requirements.
Order
Approval
Requirements

Activities | Send All See Sending Email Notifications.
Pending Email
Notifications

Activities | System See Purchase Order Approval Administration.
Administration

10
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Tools Part Cost See Part Cost History
History

Tools Update PO See Updating Routing Information.
Routing

Tools View PO See View PO Attachments.
Attachments

Tools View PO See View PO Document.
Document

Right Click Menu

When an item has been selected from the “Items to Approve” the following Right Click Menu options
are available.

Copy Copy data to the Windows clipboard.

Cut Cut data from the field and copy it to the Windows clipboard.

Paste Paste data from the Windows clipboard.

Fill Fill will update all of the selected cells from the Windows clipboard.

Zoom Zoom allows you to view, print and/or edit the expanded contents of a field.

Part Cost History See Part Cost History.

Update Routing for | See Updating Routing Information.
PO

View Attachments See View PO Attachments.
for PO

View Document for | See View PO Document.
PO

11
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Activities Menu

Batch Update of Order Approval Requirements

This process will reanalyze approval requirements for open purchase orders and/or requisitions. Some
examples where this option may be useful include:

o Updating records that were created or modified using a program other than NorthClark’s Buyers
Workbench.

o Updating existing records after Approval Rules have been modified due to policy changes.

o Updating approval requirements when implementing the Purchase Order Approval module for
the first time.

You may also use this feature to reanalyze the Rules for a specific order. Note, updating of individual
orders occurs automatically when the record is filed in the Buyers Workbench.

To begin, select Batch Update Order Approval Requirements from the Activities menu. Choose the
desired option, then click the [OK] button to begin the update.

Analyze Order Signature Requirements E|
W'hat wiould ou Like to Update?

&+ il Open Orders and B equisitions

" Open Purchase Orders
" Open Requisitions
™ Specific Purchase Order Record to Update:

" Specific Reguizition

The following message is displayed upon completion:

‘!I) IJpdate Complete

12
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Sending Email Notifications

You may configure the system to send email notifications to individuals whose signatures are needed on
open purchase orders and/or requisitions. To enable this feature, go to the System Administration screen
and update the following options:

o Select the Enable Email Notifications option on the General tab.

o For each individual defined on the People tab, choose the “Wants Email” option, and enter their
email address.

Email notifications are stored in the Purchase Order Approval Message file while they are waiting to be
sent. These messages are created automatically when the system analyzes a PO or Requisition to
determine its approval requirements.

The system analyzes order approval requirements and creates email messages when records are filed
using the Buyer’s Workbench. This updating can also be triggered using the “Batch Update of Order
Approval Requirements” option on the Activities menu.

A message will remain in the queue until one of the following occurs:

o Select the "Send All Pending Email Notifications" option from the Activities menu to
immediately send all messages waiting in the queue.

o Messages may be sent automatically, at user-specified time intervals. To enable this feature,
select the “Send Email Messages From BWB During Work Flow Update” option on the General
tab of the System Administration screen. This will cause Buyers Workbench to automatically
send queued messages at the same time Work Flow update processing occurs. Please refer to the
Buyer’s Workbench documentation for more information on Work Flow processing.

Please refer to the System Administration section for more information on setting up the system to
deliver email messages.

13
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Tools Menu

Part Cost History

Select this option from the Tools menu, or from the pop-up menu displayed when you right-click on the
“Items to Approve” tab. It displays a list of recent purchase orders, receipts and quotes for a selected
part number.

‘a1 Part History Search

Fil= Edit Wiew Help
=2 2|
Selection Criteria;
Part Number: |2DD'I ﬂ v Open PO’ ™ From Date:
Description: |HDUSING, MOTOR MACHIMED [ ToDate:
W Ouotes
Receipt - | Supplier s Buy | Bup | BupUnit | Inv I Uit work, Line |
Tope Date DOCH L Mumber Supplier Nams LA Oty Price LI/ I Cty Price Resource Ordertt | Motes
1 12;’15;"10 154 § 1 MATTHEW'S MACHINING E4 10000 12000000 E& 10000 12000000 MTL ]
2 | INVOICE 01407410 1E1 1 1 MATTHEW'S MACHINING E& 1.000 1200.0000 E& 1.00° 1200.0000 AOPC
3 | INVOICE 0140710 1162 1 1 MATTHEW'S MACHINING E& 1.00 1200.0000 E& 1.00 1200.0000 OPC
4 | INVOICE 0140710 1E3 1 1 MATTHEW'S MACHINING E& 1.000 1200.0000 E& 1.00° 1200.0000 AOPC
5 | RECEIPT 08/04./09 ZZ3031 1 1 MATTHEW'S MACHINING E& 1.00 1200.0000 E& 1.000 1200.0000 MTL
6 | INVOICE 11/19/08 554 1 3 ARMEMN SUPPLY COMPANY E& 1.00 1000.0000 E& 1.00° 1000.0000 MTL
7 FO 08,/07 /08 ZZ32| 1 1 MATTHEW'S MACHINING E& 1.00 1200.0000 E& 1.000 1200.0000 MTL
8 | INVOICE 08/04/08 1451 1 1 MATTHEW'S MACHIMING E& 10.00 0.0000 E&, 10.00 0.0000 OPC These ar
9 FO 0a,/01/08 ZZ31 1 2 AMPEX FASTEMERS INC E& 1.00 0.0000 E&, 1.00 0.0000 MTL
10 |RECEIPT |0&/25/08 1371 1 1 MATTHEW'S MACHIMING Dz 1.00 0.0000 E&, 12.00 0.0000 MTL
11 |RECEIPT | 06/25/08 BPO31 1 1 MATTHEW'S MACHINING E& 10.00 1200.0000 E& 10.00) 1200.0000 MTL
12 PO 04,15/08 22309 1 1 MATTHEW'S MACHIMING E& 10.00) 1200.0000 E& 10.007 1200.0000 MTL
13 | INVOICE |12/08/07 171 1 1 MATTHEW'S MACHINING E& 1.00 3333.0000 EA 1.00 3333.0000 MTL
14 PO 12/01/07 ZZ34 1 1 MATTHEW'S MACHIMING E4 | 200.00 1200.0000 E&  200.00 1200.0000 MTL
15 |RECEIPT |09/15/07 1071 1 6 DEVECO METAL PRODUCTS  EA 4.00 2500.0000 EA 4.00 2500.0000 MTL Line [tem
16 | INYOICE | 09/06/07 1081 1 1345 ACME NaMEPLATES E& 10.00 0.0000 E&, 10.00 0.0000 MTL A
<« | [ ]
Cost Group: |AE ﬂ Current Std: [453.00 Hist. Average: 303 95 Last Cost: 1 43620
81 Records Selected.

Enter a Part Number or use the pull-down menu to select a part number. Part Numbers currently
included on the “Items to Approve” display will be included on the list for your convenience.

Decide if you wish to include Open PO's, Receipts, and Quotes on the list. Click on one, two or all of
these options. You must select at least one.

You may enter a date range by clicking the appropriate checkboxes and entering the desired dates.
Leave the checkboxes blank if you do not wish to limit your search by date. Note: the search is
performed on the date the PO or Quote was entered.

Click the [Search] button. A message will be displayed indicating that the search is being performed.

At the bottom of the screen you may select a Cost Group from the drop down list, and the system
displays the Current Standard Cost, Historical Average and Last Cost for the part. Note, this
information is obtained from Manfact’s Cost History (COSTHIST) file.

14
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Updating Routing Information

When a Purchase Order or Requisition requires approval, the system identifies the individuals who are
most likely to provide those approvals, and sends them an email notification. The “Routing” is the list
of people who’s signatures are needed.

The names of the people to be included on the routing can be determined in the following ways:

o A specific individual’s name may be entered on the Rule definition tab on the System
Administration screen. Use this option if only one person is authorized to sign-off on the Rule.

o The system may automatically assign someone based on Department. Department codes are
assigned to individuals using the People tab on the System Administration screen. The General
Ledger account number on the PO or Requisition line item identifies the department who’s
approval is required.

o The above options provide a “default” when the PO or Requisition is created. The Routing
information may be manually entered/changed when the record is filed in Buyer’s Workbench.

0 You can also view or update the Routing from the Purchase Order Approval application. The
Approval Routing screen may be accessed from the Tools menu, and also from the right-click
menu available on the “Items to Approve” tab.

To change the Routing information for the PO or Requisition, click on the drop-down box to identify
persons authorized to approve the order. Notes may be added if desired.

Purchase Order Approval Routing Information E@E|
File Edit View Help

2 2= = eBneal 7

PO: 122

Motes:

Rulet Rule Desc Approval Approval Perzon
Level

1 3 Man Inventon over 30 |DMT =Don Thomas [30 « |

-

< | v[]

[E =ave Changes and Close Window ¥ Cancel

Saving the changes will return you to the Items to Approve screen where you may continue with the
approval and/or routing change process. Choose [Cancel] to close the window without updating.
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View Purchase Order Document

Select this option from the Tools menu, or from the pop-up menu displayed when you right-click on the
“Items to Approve” tab. This will allow you to view an electronic copy of the Purchase Order that was
previously deposited in the BWB Data Store from the Buyer’s Workbench.

Note that the purchase order may be either a Word Document or a PDF file, depending on how the
Buyer chose to create the file. If it is a Word Document, you will need to have Microsoft Word™
installed on your computer, and the file will be opened in read-only mode. If the file is in PDF format,
you will need an appropriate reader such as Adobe Acrobat™ to access the file.

Begin by clicking on the row on the “Items to Approve” tab where the desired Purchase Order is
displayed. The row will turn bold indicating it is the current active row. Right-click to select the “View
Purchase Order Document” option from the pop-up menu. This option is also available from the Tools
menu.

g2 Adobe Acrobat Professional - [PD_114_1.PDF] - |EI|£|
'@Eile Edit Wiew Document Tools  Advanced  Window  Help o =

2 Py H, L:» “_-‘ ﬁ E Creste PDF - - -1.—-‘- Rewviews & Comment - EI Secure - éSign - mAdvancedEdmng -
5' | T select Text - Lﬂ_ Q 1] . E| & 67% - ® D‘ £

E Howe To.7 -

[,

* NorthClark Computing, Inc. PMIB@IE @IEIR{

Furchase Order Mumber: 114
== TNAPPROVED PURCHASE ORDER =## Purchase Order Date:  08/01/04

ACME NAMEPLATES (1345)
650 WILLIAMS STREET
SAN FRANCISCO, CA 00190

MAGNA MACHINDNG WAREEOUSE WorthClark Computing. Inc.
MAGNA MACHINING WHSE £3 BB #3011

4565 FIRESTONME BLVD. 19093 Beaver Creek Foad
NORWALE. CA 20830 Oregon oy, OF. 97043

WEAEOD On

Contact: BETTY SOURI
Phone: 403-565-2700 Fax:
Email:

Buyer Phone: 503-532-65347 Phare: 303-832-3671
Buyer Fax - 303-531-5688 Fax:  503-632-5488
Buyer Email- ganynarthe lark.com

| Special Insuctions: Partial Deliveries Not Accepted  Early Deliverias Not Accepted |

REGUESTOR PO EEND V1A BEMID DATE.

ORDER UNIT EXTENDED

PO
ITEM ary - DEECRIFTION IIH.E FRICE FRICE

This i3 another purchasing note.

Comments \i Pages W Lavers B Signatures\i Bookmarks

100000 EA | Parm#: 1001 Bew: C 050004 | 10.0000 5.0000 000000000 .00

11x85n 1]

I4 4 10f2 P MO O L[S H
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View Purchase Order Attachments

The Buyer’s Workbench allows drawings and other attachments to be linked to purchase order line
items. A copy of each electronic file is deposited in the “BWB Data Store” for later retrieval. The

“View Purchase Order Attachments” option allows you to view the files the Buyer has linked to the
order.

Begin by clicking on the row on the “Items to Approve” tab where the desired Purchase Order is
displayed, then right-click to select the “View PO Attachments” option from the pop-up menu. This
option is also available from the Tools menu.

EX view Attachments for PO# 114 101 =l
File  Wiew
[temit Part Part Desc., Rew Attachment Attachment Attachment Ficture =
Murnber Dezcriptian Filerare |
o 1001 MOTOR, 2HP C HTRE00. 4
1
10 1001 MOTOR, 2HP C Description far | EWEDS-104pg | ¢
attachment 1-1
Desz1-2

112001 HOUSIMG, MOTOR MACHINED C Desc 13 ATRB00-1.tif

4 | +f
Yiew Attachment | Cloze |

Each row on the screen represents one file that has been attached to the order. If the attachment is a
supported graphical file type, a thumbnail view of the image may be displayed in the Attachment Picture

column (this can be enabled/disabled from the View menu). Click on the [View Attachment] button to
see a full screen view of the selected item.

NorthClark applications support over 60 of the most popular raster image file formats and flavors
including: JPEG, DICOM, FlashPix (FPX), Fuji Exif 2.0 (EXF), Adobe PhotoShop (PSD), Kodak
PhotoCD PCD, EPS, IOCA, MODCA, CALS raster (CAL), Windows Icon (ICO), Windows Cursor
(CUR), PC Paintbrush (PCX), Multipage PCX (DCX), IMG, Windows DIB, FAXraw, Winfax (WFX),
MAC, VDA, GIF (Embedded Text, Animated, Interlaced, Transparency), CompuServe PNG, Targa
(TGA), Sun Raster (RAS), Macintosh PICT (PCT), LEAD CMP, Windows BMP, OS/2 BMP, Microsoft
FAX (AWD), Windows Metafile (WMF), WordPerfect (WPG), AVI, Microsoft Paint (MSP), TIFF 6.0
(MPT, JPEG, Packbits, Huffman, RLE, LZW, CMYK, CCITT, CCITT G31D, CCITT G32D, CCITT
G4, Bitonal, Grayscale, Palletized, RGB, YCbCr, CIELAB). Note: a separate patent license from
Unisys is required to use the GIF and TIFF LZW filters.
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System Administration

Purchase Order Approval Administration

The System Administration view is accessed from the Tools menu, and is used to enter various
parameters required to support the Purchase Order Approval process. This function allows you to define
Approval Rules based on purchase order type, supplier status, various dollar thresholds and other user-
defined parameters. The Approval Rules describe the conditions where approvals are necessary, the
number of signatures required, and the required Approval Level for each signature.

The “People” tab of the System Administration screen is used to enter the names of individuals
authorized to approve PO's and Requisitions, along with their Approval Level. The Approval Level is
indicative of the individuals title and rank within the company, and determines which Approval Rules
each person is authorized to sign-off on.

To access the System Administration function, you must be assigned the necessary privileges using the
Manfact Security System. Please refer to the “Security” section in this document for more information.

General Options

Use the “General” tab to define Approval Levels and Descriptions for your company, enable the
Purchase Order Approval feature, and enter other miscellaneous system options.

A~ System Administration E@@

File Edit WYew Help

U s=m- =g eEel == 2

General T People T Bules
v Enable the Purchaze Order Approval Syster Appraval Levels and Descriptions:
Lewvel Description =
10 Buper

Do Mot Process PO - |
Qlder Than This Date: 1243172000

Hold Code ta Use When PO ar F
Requizsition A equires Approyal:

20 I aterialz b anager

a0 Supply Baze Manag

40 Supply Managemen

=0 WP Operations # Sup

B0 Frezident =

4 an

Department Codes:

OO0 | L [P | —

Email Options:

[+ Enable Email Matifications

Send Email Meszages From Cod D escrinh -
B BB During “work Flow Update 1 1100 = Manuf'.a:l:i:lr:;r:agn
2 |200 Enaineering o
Calculate Price YW ariance Uszing: 3 |3200 Purchaszing
HOME MOME
" Current Standard Cogt ;
" Frozen Standard Cast -
{* Last Actual Cost i v[ ]
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Enable the Purchase Order Approval System

Check this option once you have entered all the necessary parameters on all of the System
Administration tabs, and are ready to "turn on" the Purchase Order Approval System. This will cause
the Buyer's Workbench to begin checking for approval requirements when requisitions and purchase
orders are filed.

Do Not Process PO’s Older Than This Date

This option allows you to “grandfather” purchase orders that were entered before the NorthClark
Purchase Approval System was implemented. When the Purchase Order date is less than the date
specified in this field, signatures will not be required.

Hold Code to Use
The Manfact system supports the following Hold Codes for purchase orders:

A = Accounting

C = Credit

E = Engineering
M = Manufacturing
P = Purchasing

You will need to reserve one Hold Code for use by the Purchase Order Approval process. This allows
the system to take orders on/off hold when orders are created, approved, or rejected.

Email Options:

Enable Email Notifications When this option is enabled, email notifications are stored in the
Purchase Order Approval Message file while they are waiting to be
sent. These messages are created automatically when the system
analyzes a PO or Requisition to determine its approval
requirements.

To fully enable the system, you will need to enter information for
each person who has approval authority. Use the “People” tab to
update the "Wants Email" option, and enter an email address for
each person who will be notified in this manner.

Send Email Messages From BWB | Messages that have been posted to the Purchase Order Approval
During Work Flow Updates Message file may be automatically emailed at user-specified time
intervals. When this option is chosen, the Buyer’s Workbench will
check the queue and send email messages at the same time interval
used for Work Flow Updates.

19




NorthClark Computing, Inc.

Calculate Price Variance Using

Select one of the following to be used as the “Target Cost” when calculating the Purchase Price
Variance: Current Standard Cost, Frozen Standard Cost, or Last Actual Cost. If desired, you may create
a Rule that will require the Purchase Order to be approved when the Price Variance exceeds a specified

percentage.

Approval Levels

Approval Level codes are used to identify the rank of individuals in your company. This provides the
system with information about the individual’s ability to sign-off on various approval requirements.

Approval Levels An integer between 1 and 99. You may wish to leave gaps between the
numbers so new levels may be inserted later, e.g., 10, 20, 30, etc.

Approval Level Enter a description for each Approval Level.

Descriptions

People Authorized to Approve Orders

This screen is used to maintain the list of people who are authorized to approve Purchase Orders and

Requisitions

¢ System Administration
File Edit “iew Help

R &= =l ene = | 2

General T People T Bules

; ‘Jﬁs

2 |

|

Login D | Mame Plant{s] | Dept's | Appeoval Level Wants Email Delete?

.

Email? | Address
Jo Savage 100 30 = Diseclor M savaoeia® [
200 h
| O

O |

-

[

MDEROR11 A
Login ID Each person is identified by their Manfact Login Name. This entry must exist
in Manfact’s OPER file.
Name The person’s name is displayed by the system and may not be changed.
Plant(s) Enter the Plant(s) that the user is authorized to post approvals to in the pop-up

window. Click ok when all the Plant(s) have been entered.
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Dept’s Optionally, you may assign one or more Department Codes to each person.
This information is used by the system to locate the name of the person most
likely to approve an order.

Approval Level Select the Approval Level from the drop-down list. The list of Approval Codes

and Descriptions is defined on the General tab.

Wants Email?

Check this box if the person wants to be notified via email when a Purchase
Order or Requisition requires their approval.

Email Address

The address used to send email to this person.

Delete?

Check this box to permanently delete this record from the file. Note, you must
hit the Save icon to confirm this action.
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Approval Rules

Approval Rules allow you to define your company's policies for signature requirements for various
situations. When an order or requisition is filed, the system checks each rule to see if it applies based on
the order type, dollar amount, and other parameters. If the rules apply, the order will require signatures
from authorized personnel as defined for the rule. Each rule may require one or more signatures, and
each signature will have a minimum approval level.

ye System Administration g@@
File Edit View Help
H 8| =i enel == 2
General T People T Bules
P ; Calculate | Warance | Unapproved | Supplisrs ]
Fiule . Order | Appliesto | Line Itern ar Lawer Upper . h
Description g . Pl Price Percent Suppliers | OnHold
Mumber Typez | POREQ's? | Total Order? Lirnit Lirnit \arance? | Tolerated Dl Ol
1 1 Mar-lnwventory ba $5,000 2 g T =Total Or 000 500000 O O O
3 -
5 2 Man-lnventary o $20,000 2 5 T=TatslOr | 5000.01 20000.00 O O O
3 -
3 Mor-lnventory bo $40,000 2 i T=TotalOr | 2000001 4000000 O O ]
3 3 -
4 4 Mon-lnventory bo $100.000 2 =i T=Total Or _| 4000001 100000.00
3 -
£ 5 Mar-lmentary aver $100.000 2 i T =Total Or _ | 10000001 n.on O O |
3 -
E Yariance from Target Cost bo $50 1 i L =Linelter | 0o 50.00 = 20 O O
8 . -
g -
| o[ ]
MDEMOS.9
Rule Number The Rule Number is automatically assigned by the system when you click the
Save icon.
Rule Description A free form text box will pop up for entry of the description.
Order Type 1 - Inventory or Production Material shipped to a physical inventory location

2 - Expense Items charged to specific General Ledger account

3 - Capital Items charged to specific account

4 - Inventory or Production Material to Work Order (A Part Number is Required)
5 - Direct Shipment from Supplier to Customer

6 - Drop Shipment to another Supplier

7 - Non-inventory costs to Work Order (No Part Number is Required)

8 - Outside Processing charged to a Work Order

Line Item or Total | L = Rule applies to individual PO line items.
Order? T = Rule applies to all line items with qualifying Order Type.
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Lower Limit

This rule will apply to orders with a value greater than or equal to the amount
entered in this field.

Upper Limit

This rule will apply to orders with a value less than or equal to the amount
entered in this field. If zero, infinity is assumed.

Calculate Price
Variance?

Check this box to require approval when the difference between the PO price and
the Target Price exceeds the Variance Percent Tolerated. The Target Price may be
one of the following, depending on the option chosen on the General Tab: Current
Standard Cost, Frozen Standard Cost, or Last Cost.

Variance Percent

If the option was chosen to Calculate Price Variance, this rule will be applied

Tolerated when the variance percent is equal to or greater than the value specified in this
field.

Unapproved If checked, this rule applied to unapproved suppliers only. If the supplier is listed

Suppliers Only? in field #44 of the PARTS file, they are assumed to be approved, and this rule
will be ignored.

Suppliers On Hold | If checked, this rule applies only when the supplier is on hold.

Only?

Compare To File
Name

You can create your own user-defined rules using the “Compare” feature to
evaluate the contents of a specified field or calculated value. Select the File
Name that contains the data you want to use from the drop-down list. Available
choices are: NCC PO, NCC _POLI, NCC _POREQ, NCC_SUPPLIER, PARTS,
PO, POREQ, and VENDOR.

Compare To Field
Number or I-Desc

Enter the name of the field you wish to return from the specified file. This can be
either a data descriptor (D-Type) or an information descriptor (I-Type) data
definition record in the file’s dictionary.

Compare Option

Select the equation that will be used in the comparison from the drop-down list.

Equal ”~
M ak Equal

Like

nlike

Greater Than
Lesz Than %

Compare To Value

Enter the value that the field will be compared to. If you are unsure of the exact
value you may enter a portion of the value number followed by ... or *. Make
sure to select the Compare Option "Like" from the drop down menu selection.
For example if you are searching for a Part Number that begins with ABC, enter
ABC... or ABC*.
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Approval Levels

A pop-up window will be displayed for entry of the Approval Levels. One or
more Approval Levels may be entered, one for each signature required by this
rule.

Approved Person

Optionally, you may enter the name of the person who will sign-off on the order
when this rule applies. This serves as a default value only, as the Buyer may
indicate the actual person when the order/requisition is updated. You may also
select (Department) as an option, and this will allow the order to be routed to the
first person assigned to that particular department.

Please refer to the Manfact Setup Requirements section for more information
about defining Department Codes.

Email Option

Defines how email messages will be sent to the approval people:

0 - Send All Messages At Once
1 - Send Messages One At a Time
2 - Do Not Send Email

Choose the option to “Send Messages One At a Time” so that higher level
managers will not receive notification until lower level signatures have been
obtained. Choose “Send All Messages At Once” if the order of approval is not
important.

Delete?

Check this box to permanently delete this record from the file.
Note, you must hit the Save icon to confirm this action.

24




NorthClark Computing, Inc.

Email Delivery Options

The System Administrator must determine the preferred method of sending email based on the
company’s available services. If this is the first time you have implemented a NorthClark application
with email features, you will need to enter these options. These options are stored in the Windows
Registry, and normally will not need to be changed once they are set.

To update these options, choose Display Options from the View menu on the Main screen, then click the
[Email Options] button.

i Send Email |

[Email Options

+.* CDOSYS Settings I ] 3
— COOSYS Method:

& Pickup Directory:

— Tranzmit kMethod:

" MNetwork {Port Forwarding)
" MAPL: Use 'With Outlook, Eudaora and Other Compatible Programs

—COOSYS Settings:

" Lotus Notes SMTP Server [Dptional):
% Internet: Use Witk Citix, or %hen an Email Program is Mot Asvailable I
Irternet Methad: ~ Pickup Directory 5ethings:
 Auto & CDOSYS ¢ CDONTS Fielip Diaelions

% CDOSYS Sett II::\Inetpub\mailrout'\F’ickup _l
ettings

— Network Settings:

Conhection
Port; Timeout;

|perri@nu:urthu:lark. com IE Iﬁ Seconds

+ OK —
+ Save # Cancel

v &lway Copy To Originator [Enter our Email Address)

There are three primary methods for sending email: MAPI, Lotus Notes, and the Internet. The first two
options assume an email program such as Outlook, Eudora, or Lotus Notes is installed on the client
computer. The Internet option will send email directly, and does not interface with the users local email
program.

Tips for Using MAPI:

If you are sending email messages via Outlook or Eudora, your email program needs to be set as the
“Default MAPI Client”. Please refer to your email program documentation to locate this setting.

Tips for Using the Internet:

These settings should be entered by someone who is knowledgeable about your company’s computer
network. Please contact NorthClark Computing, Inc. if you need assistance with this setup.

25



NorthClark Computing, Inc.

Manfact Setup Requirements

Security

Access to the Purchase Order Approval System is controlled through standard Manfact Security
procedures (i.e., SEC.N, SECMC.N). The table below lists the entries that may be added to each user's
security table to enable various features:

Procedure Name | Enables This Feature

NCC _POA Permits access to the Purchase Order Approval process.

NCC_POAAdmin | Same abilities as NCC_POA, plus the user may input signature rules and options
defined in the System Administration screen within NCC_POA.

General Ledger Department Codes

The first time the Purchase Order Approval program is started, it will update the dictionaries of the
Manfact PO and POREQ files with an [-Descriptor called NCC_DEPT. This is used to parse the
department number from the General Ledger account number entered on the PO or Requisition line
item.

For the system to work properly, it may be necessary to modify these I-descriptors to match your
company’s General Ledger account number structure. By default, the system assumes the Department
number is the group of characters after the first “.”” and before the second “.” in the account number. For
example, a structure like “CC.DDD.AAAA” where the first part is the company code, the second part is
the department, and the last part is the account number. Please contact NorthClark Computing, Inc. if

you need assistance modifying this data descriptor.
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General Information

Printing a Spreadsheet

Below is a sample of the screen that will appear when you select the Print option. This will print the
current active spreadsheet, so be sure to click on the spreadsheet you wish to print before choosing the
Print option.

=i Printer Settings

Range FPaper Orientation: Frirt
o @it
""" 3 [ Columnn Headers
" Selected Cells .
[ RowHeaders
™ Cument Page . Landscape
Portrai ™ Giid Lines
(" Pages j To j
[ Border
b arging Urits Page Order
_ [ Shadows
Left  [nom j Right [n 25 j i Inches (¥ Left to Right
Top [050 j Bottom |50 j " Centimeters " Top to Bottom v Coler
Headers and Footers Columns ta Print:
Left Center Right :EIEtTPS"IMHP >
) El
Header 1: |na;mzn4 0 | wDR ENTERPRISES - |F'age: p 7 Pricrity
v| Reguestors E-Ma
Header 2: |NEE_F'D.-’-‘« |F'urchase Order Approwal | | Statement of War
v| Specification
Header 3: | | | | Drawing
w| Mot to Exceed
Footer: | | | | M aterial Class
M| Header Mote #'s [J§
|§ Erint | | . Cancel ‘@,P{eview ‘ | Properies ‘ % Help ‘

Range - Selecting a Print Range

You may choose to print the entire spreadsheet (all), selected cells (those that you have highlighted on
the current screen), the current page (only the rows that are currently visible on your screen), or a range
of page numbers.

Orientation - Portrait or Landscape

You may print your report in portrait mode (normal) or landscape mode (sideways). Printing in
landscape mode will allow you to fit more columns of information on your report.

Margins - Report Margins

You can make your report more attractive by setting the top, bottom, left, and right margins. Reduce the
left and right margins if you need to fit more columns on the report.
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Units - Inches or Centimeters?
Are the margins you entered expressed in inches or centimeters?
Page Order

If your report is too wide, it may span multiple pages. When this occurs, do you want the report printed
from top to bottom or left to right?

What Do You Want to Print?

You can customize the appearance of your report by printing (or not printing) column headers, row
headers, grid lines, borders, shadow, and color.

Headers and Footers

Your report may have up to three lines for the heading, and one line for the footer. The system initially
displays a default heading, which you may modify if desired.

Tip: Use /p to designate a page number.

Which Columns Do You Want to Print?

The columns that are available for printing are listed. Select the columns you wish to include on your
report.
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Importing Data From a Spreadsheet or Text File

This screen is displayed when you choose the option to Import data from a Microsoft Excel spreadsheet,
a tab-delimited text file, or a comma-separated text file. The data will be imported to the current active
spreadsheet, so be sure to click on the desired spreadsheet before choosing this option.

Import System Administration - Approval Levels Q@@
File Edit
Data M apping:
. . Field Colurn | Column o
Import File Mare: @ Wame | Number | Letter
“ 1 |Level 1 &
2 | Description 2 B
Nurnber of Header Rows to Skip in Impart File: l_j
Import File Type:
(¢ Eucelworkbook
" Tab-Delimited Text
" Comma Separated
# Auto
Mumnber
‘,/UK ‘ |>( Clase | - ’,l

Import File Name

Enter the path for the file that you wish to import. You may browse the files by clicking the button next
to the text box.

Header Rows

Enter the number of rows at the beginning of the file that are not to be imported.

Import File Type

Select the type of file that you are importing.

Data Mapping

Enter the Column Number or Letter where data resides on the Excel file.

Import Data

Click OK to begin the import procedure.
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Exporting a Spreadsheet to Excel

Below is a sample of the screen that will appear when you select the Export to Excel option. This will
export the current active spreadsheet, so be sure to click on the spreadsheet you wish to print before
choosing the Export option.

Export Purchase Order Approval

File Edk
Save Az File Mame: [ata bapping:
[\NCC_POé. s . ; Column | Cokamn | = |
| FieldNste  Number | Lettes |
1 Achon 1 &
Sheet Nams 2 Est Piice 2 8
[Shestt 3 DocType 3 C
4 POSREQID -LI# 4 b
Exnor 5 POSREQ Date 5 E
e 6 Slatus B F
& Expon Directly to Exced — | 7 ::’IE“'-"BS S:;'—'i;?‘d ; EI
2 Signalures &
" Export to File in Excel Format O Resel 9 Buyer Code g |
10 Onder Typs 10 J
[ Clear 11 Pait Mumber 1 K.
12 Dezcnphon 12 L
i 13 Pait Hold 13 L]
# N?m‘t?er 14 Rev 14 M
e | 15 Start Order Date 15 0
16 Requied Dates 16 F
17 Regdiy 17 1]
18 Wendor Numbsr 18 R
19 Vendar Name 19 s
20 “endor Hold 20 T
21 Buy M 21 U
22 UM Fachor 22 W
23 PO Pnce 23 W
Expoit | ¥ Cloze = F,_h.__n“ ,.“ = /j
4 *

Save As File Name

Enter the pathname of the file you wish to create. You may Browse the files by clicking the button to
locate the drive and folder where the file will be stored.

Sheet Name

Enter the Excel sheet name to create. This will automatically default to Sheetl.

Export to Excel or to a File?

You may export the contents of the display directly to Excel, or you may choose to create a file in Excel
format.
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Create a Log File?

Select this option to create a log file. The log file contains error messages and other information about
how your Excel file was created. The name of the log file is "CreateExcelFile.log", and it will be stored
in the same folder as your spreadsheet.

Data Mapping

You may move data to alternate columns by changing the column number or letter. You may also
remove a column by removing the row that contains the column information you do not wish to export.

Export Button

After all required information has been entered, click this button to export your data to Microsoft Excel.
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Editing Features
Copy, Cut, Paste and Fill

You may use the standard Windows Copy, Cut, and Paste features to copy data to the Windows
clipboard, or to paste data from the clipboard into a cell.

To copy data, hold down the left mouse button and highlight one or more cells, then choose Copy.
There are multiple ways to enter this command:

1. From the Edit menu choose Copy.
2. Click the Right Mouse button, and then choose Copy from the pop-up menu.
3. Click the corresponding icon on the toolbar.
4. Hold down the Ctrl key and type the letter C (Ctrl-C).
You can use the Cut command (Ctrl-X) and the Paste command (Ctrl-V) in similar fashion.

To copy the contents of an entire row, click once on the row header (the number displayed on the left
side of the first cell), and then choose Copy. Now click on the row header that you want to copy the data
to and choose Paste.

If you want to update several cells with the same value, highlight all of the cells you wish to update then
choose Fill Cells. This command will update each cell with the current information from the clipboard.

Zoom

This feature allows you to view, print and/or edit the expanded contents of a field. It is especially useful
for multi-line information such as notes and long descriptions.

e Youmay "Zoom in" on any selected item by selecting Zoom from the Edit Menu, clicking the
magnifying glass on the toolbar, or selecting Zoom from the right click menu.

e The Column Name will appear in the Title Bar with "Edit" or "View". You may edit the field
when it is allowed. Click "OK" when finished, or "Cancel" to revert to the original data.

e To print the selected item, click on the printer icon and the information will be sent to your local
printer.

Locked fields may be viewed but not modified using the Zoom Feature. If the field is locked, "View"
will appear in the Title Bar, and there will only be a single command button labeled "Done".
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Customizing Your Display / Arranging Columns

Use the Customize Display Screen to make the following changes:

a

Each tab contains a list of fields that correspond to a screen used in this application. Use the
checkboxes to show or hide each field.

Use the [Move Up] and [Move Down] Buttons to re-arrange the order in which the fields appear on
the specific screen Display. Click [Reset All] to return to the system’s default settings.

Select the color to use for highlighting Rows that have been approved, rejected, or modified. When
you click the [Select Color...] button, a dialog is displayed allowing you to select from a color
palette.

You may opt for the system to “Remember Screen Size and Column Widths”. Any changes you
make to the screen's appearance will be saved and applied the next time you launch this application.

Choose the number of columns (from left to right) you wish to freeze on the spreadsheet. A frozen
column will remain in place as you scroll to the right.

Click "OK" to apply any changes you have made or "Cancel" to revert to the previous settings.

Customize Display g‘
Select Columns to Show or Hide —>» [ Approval Details
Items to Approve
Emil Blcin P
‘Upliﬂns ‘ | Ext. Price
— v| Do Type
Select Color for v POARED ID - LI#
Rejected Rows v PO/RED Date
- v Status
Select Color for v| Signatures Required
Changed Rows v| Signatures Posted
e v| Buyer Code
v| Order Type
w| Part Mumber
v| Description
[ Bemember Screen Size and Column YWidths @ Part Hold
v Rev
| Start Order Date
Freeze the First IT Columns on the Appraval List w| Required Dates
v Req'd Oty
| Yendar Mumber b |
tove Move Reset
| v Ok | |><- Lancel |7]‘ Up |l'DDwn | ‘n‘ Al

Note, these settings are stored in the Windows Registry for each user.
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Wildcarding

Wildcarding is a powerful feature that allows you to search using a portion of the field. You tell the
system you want to use a wildcard by typing three periods “...” or an asterisk “*” at the beginning or
end of your search entry. Here are some examples of wildcard commands and their expected results:

Part Number: XTR... (or Returns part numbers that begin with “XTR”
XTR¥*)

Description: ...VALVE... |Returns parts with the word “VALVE”
(or *VALVE*) anywhere in the description.

Category: ...A (or *A) Returns parts with a category ending with the
letter “A”.
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