
PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE  i 

 
 
 

 
    
 
 
 
 
 
 

SOLOMON IV  
ASI-ORDER ENTRY / INVOICING 

MANUAL 
 
 
 
 
 
 
 
 
 
 
 
 
 

140 Washington Ave 
North Haven, CT 06473 
203.239.7740 
www.asillc.com 
sales@asillc.com 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE  ii 

�

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Last Revision: February 2005 
 
The forms and policies presented in this manual may not be the most current available.  Please consult a 
representative of your reseller or consultant for the most up-to-date information.  This manual has been 
developed for Solomon IV for Windows Version 5.x.and 6.x 
 
This document may contain technical inaccuracies or typographical errors.  Any documentation with 
respect to Solomon IV products is provided for information purposes only and does not extend or modify 
the limited warranty extended to the licensee of Solomon IV products. 
 
Trademark Acknowledgements 

Windows, Visual Basic and Solomon IV are registered trademarks of Microsoft, Inc. 

All other products mentioned are trademarks of their respective manufacturers. 

 
Printed in the United States of America. 
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LICENSE 
For each Microsoft Business Solutions – Solomon ASI- Order Entry/ Invoicing Module purchased, 
Accounting System Integrators, LLC, grants to you the right to use the MBS – Solomon ASI Order Entry/ 
Invoicing Module (Software) including documentation.  You may physically install such License, on a 
single user computer or in a network environment based upon edition purchased.  Title to Software shall 
remain with Accounting System Integrators, LLC. 
 

The Software may not be copied except for required backup.  Copying of the manual is restricted for 
company use.  You shall protect the Software under this License as confidential information and trade 
secret of Accounting System Integrators, LLC, and will take reasonable steps to prevent use of the 
Software outside of its intended purpose.  You will not remove any product identifications, copyright or 
other proprietary notices from the Software or documentation.   
 

LIMITATION OF LIABILITY 
Accounting System Integrators, LLC, warrants that the program will substantially conform to published 
specifications and to the documentation, provided that it is used on the computer hardware and with the 
operating system for which it was designed.  Accounting System Integrators, LLC, also warrants that the 
magnetic media on which the program is distributed and the documentation are free from defects in 
materials and workmanship for a period of 60 days.  Accounting System Integrators, LLC, will replace 
defective media or documentation or correct substantial program errors at no charge, provided you return 
the item to Accounting System Integrators, LLC, within 90 days of the date of delivery.  If Accounting 
System Integrators, LLC, is unable to replace defective media or documentation or correct substantial 
program errors, Accounting System Integrators, LLC, will refund the purchase price.  These are your sole 
remedies for any breach of warranty.   
 

Except as specifically provided above, Accounting System Integrators, LLC, makes no warranty or 
representation, either express or implied, with respect to this program or documentation, including their 
quality, performance, merchantability, or fitness for a particular purpose.   
Because computer programs are inherently complex and may not be completely free from errors, you are 
advised to verify your work and make periodic backups of your data.  In no event will Accounting 
System Integrators, LLC, be liable for direct, indirect, special, incidental, or consequential damages 
arising out of the use or inability to use the program or documentation, even if advised of the possibility 
of such damages.  In particular, Accounting System Integrators, LLC, is not responsible for any costs 
including but not limited to those incurred as a result of lost profits or revenue, loss of use of the 
computer program, loss of data, the cost of a substitute program, claims by third parties or for other 
similar costs.  In no case shall Accounting System Integrators’ , LLC, liability exceed the amount of the 
payment price. 
 
COPYRIGHT 
Under the copyright laws, neither the documentation nor the software may be copied, photocopied, 
reproduced, translated, or reduced to any electronic medium or machine-readable form, in whole or in 
part, without prior written consent of Accounting System Integrators, LLC, except in the manner 
described in the documentation.   
 
Copyright 2005        Accounting System Integrators, LLC 
Printed February 2005      140 Washington Avenue 
Solomon Releases: 5.x, 6.x     North Haven, CT 06473 
 

All Rights Reserved.  First Edition Printed December 2002.  Printed in the United States 
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Order Entry Setup 

 

Overview 

The OP Setup screen is the foundation of the ASI Order Entry / Invoicing Module.  Based 
upon the selections made, the system will display and react according to how the module 
will be used. 

 
 

Company Information 

 

 
 

Address 

 Company Name: 
 Address1 
 Address2 
 City, State and Zip code   - Country 
 Phone 
 Fax 
This company information will default from GL Setup at the time of setup.  Change this 
information as needed. 
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GL Account Information 

Cash Acct \ Sub: 
This account \ sub will be used for cash sale transactions so be sure it matches the desired 
bank account. 
 
Freight Acct \ Sub: 
This account \ sub will be used for the freight amount activity on the invoice information 
screen. 

 
Miscellaneous Acct \ Sub: 
This account \ sub will be used for the miscellaneous amount activity on the invoice 
information screen. 
 
Trade Discount Acct \ Sub: 
This account \ sub will be used for the trade discount amount activity on the invoice 
information screen. 
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Module Information 

 

Module Information 

The Order Entry / Invoicing module automatically integrates with Accounts Receivable and 
General Ledger.  The following options enable the integration with Inventory and/or Project 
and /or Purchasing.  When these modules are not integrated there corresponding fields are 
not displayed.  When the inventory module is not being used, the Order Entry / Invoicing 
module uses a product field for selection of items.  (See Product List for more details) 
 
Inventory- Select if Inventory is installed and being used. 
 
Project Controller - Select if Project Controller is installed and being used. 
 

  Purchase Order : 
Select to use the ASI Order to Purchase module.  This module automates the creation of 
PO' s and updates qty received into the Sales Order with many options after PO Receipts.  
Eliminates unnecessary user entering of readily available information. 
 
Back Order  Capability: 
Select based upon desiring to use back orders or to close orders at invoicing 

   
Credit Check: 
Option to choose whether or not to display credit messaging during order entry.   
 
Copy Notes From Inventory 
Option to have Inventory notes copied over into Order Entry 
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Decimal places 

 
Decimal Places ± Select the decimal places to be used for the qty and sales price field in the 
Line Item tab. 
 
 
 

 

Display Options 

 
We have a number of fields that will optionally display on the Item detail grid of the Order 
Entry screen.  When not displayed, the information will use default information and will be 
unavailable for data entry. Select for: 
 

Quantity Ordered fields 
Account \ Sub Account fields 
Work Order information fields 
Detail commission fields  
Specific Cost ID field 
Cost field 
Tax Detail field 
 

Calculate Detail Discount options are: 
Never  

 
 Ext Pr ice - Ordered 
 Computed extended price for the order derived from the Order Qty times the Sales Price. 
 
 Ext Pr ice- Invoiced 

Computed extended price for the invoice derived from the Qty Shipped times the Sales 
Price. 
 

 Both 
Computed extended price for the invoice derived from the Qty Shipped times the Sales 
Price and Order Qty times the Sales Price. 
 
 

Salesperson ID/ Comm. Update: 
Option to display salesperson option screen to copy information to detail lines of the 

order.  Yes- always update detail lines of the order.  No- never update detail lines with no 
pop up screen.   This only affects the Header record. 
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Other Options 

 
 

Default Options 

 
These fields will default information during the processing of the Order Entry/Invoice 
process.  These options will assist in controlling the process according to your company' s 
procedures. 
 
Default Order  Type: 
This is the starting point of the Order Entry/Invoice screen.  When the screen opens this is 
the Order Type, which will be defaulted.  Options:  Regular Orders, (Most Common), Drop 
Ship, Cash Sales. 
 
Default Status:  
This is the starting status default of the Order Entry/Invoice screen.  When the screen opens 
this is the Order Status, which will be defaulted. Options:  Quotes, Review, Order 
Confirmation, Hold, and Invoice. 
 
Default Sales Account: 
This is where we will get the sales account from: Customer or Inventory. 
 
Default Sales Sub-Account: 
This is where we will get the sales Sub-account from: Customer or Inventory.  (Note:  for 
project selecting if project does not have a sub-account it will retrieve from customer or 
inventory) 
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Allow Order ’s Cust ID to be Changed: 
Able to change customer ID after an order has been saved. (Y)es or (N)o. 
Changes addresses, terms and taxes. 
 
Auto Order  Number ing: 
Option that allows manual entry of the order number or the system will automatically 
number the orders. 
 
Last Order  Nbr : 
This is the last order number the system used to assign a sales order.  Set this in the 
beginning to the number you want to start minus one. 
 
Year  to Retain Orders: 
This field is used in conjunction with the delete Order Entry / Invoicing details.  This is the 
number of years to retain closed orders. 
 
Blank L ine Character : 
This option is used for invoice printing.  It will enable a blank line to be printed on the 
invoice when this character is placed in the description field.  Defaults : (colon). 
 
 

Processing Options 

Keep Status - Quotes: 
Upon keep of the quote update ± What status to have system advance to.  Options:  Review, 
Order Confirmation, Hold, Invoice. 
 
Keep Status - Confirmation: 
Upon keep of the confirmation update ± What status to have system advance to.  Options:  
Hold, Open Order, Invoice. 
 
Keep Status - Packing L ist: 
Upon keep of the quote update ± What status to have system advance to.  Options:  Hold, 
Invoice. 
 
Keep Status - Blankets: 
Upon creation of an order from a blanket ± What status to have system default.  Options:  
Review, Order Confirmation, Hold, Invoice. 
 
Keep Status – Back Orders: 
Upon keep of the quote update ± What status to have system advance to.  Options:  Review, 
Order Confirmation, Hold, Invoice. 
 
Ship Qty Remaining Upon PL Pr inting: Upon the printing of the packing list- choose to 
ship the quantity of the order remaining that has not been shipped 
 
 
Auto Release in AR: Select Yes or No to auto release invoice batch in Accounts Receivable. 
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Auto Release in Inventory: Select Yes or No to auto release invoice batch in Inventory. 
 
 
GL Posting Option: 
Detail - Post to AR invoice in detail as the information appears in the Order Entry screen. 
Summary - Post to AR invoice in summary; summarize the information by acct, sub, (Project 
and task if applicable), tax ID' s, and salesperson.  Used in high volume situations where 
many line item invoices are created, therefore, this will reduce the amount of data in AR 
where it is available in ASI Order Entry / Invoicing module. Note:  Description lines are not 
carried over to AR. 

 

Inventory Options 

 

 
Quantity Checking  
 Validate Qty Ordered: Choose either yes, no, or item specific  
 Validate Qty Shipped: validate the quantity of the item that is being shipped for 
invoicing.   
  
 Allocate Qty Shipped: Invoice or Open Order and Invoice 
  This option determines how Solomon will update Inventory allocation in Inventory. 
 
Quantity Available Calculation 
Option to Include Quantity Available on Purchase Order 
Option to Include either Quantity Allocated or Quantity of Sales Order on Sales Order 
 
Reset Function 
This function resets the Order Entry Module and Recalculates Inventory 
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Hints and Tips 

Integration with other modules is available only if the integrated module is setup. 
 
Order Management and ASI-Order Entry / Invoicing work together only when ASI-Order 
Entry / Invoicing is not integrated with inventory. 
 
Each of the settings in OP Setup are able to be changed at any time.  Therefore, if in 3 
months a change is necessary the system will accommodate.  Nothing is written in stone. 
 
 

Closing Policies 

The Accounts Receivable module is the controlling module in determining when to close the 
Order Entry / Invoicing module.  The Order Entry / Invoicing module is closed at the same 
time as the Accounts Receivable module. 
 
 

Admin Hold 

When a customer is placed on status of Admin Hold, ASI-Order Entry / Invoicing will 
change order status to “display only”  and place message on top of screen stating; 
****  Customer is on Admin Hold **** .  Also the orders will not print during quote, Order 
Confirmation, packing slips and invoice. Once customer is taken off of admin Hold status 
within customer maintenance, then orders will be available for continued processing. 
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Report Filters 

 
In Solomon IV' s report screens there is a Sort/Select button for you to enter specific fields 
for the report to filter and/or sort on in your report.  Below is a list of commonly used fields 
in the Order Entry / Invoicing Module and the values that should be entered in the sort/select 
value field. 
 

 
 

Field Type Value/Format 
  

Order Type: 
Blanket Order 
Cash Sale Order 
Credit Memo 
Debit Memo 
Drop Ship 
Regular Order 
Standard Order 
Recurring Order 
 

 
BL 
CS 
CM 
DM 
DP 
OR 
ST 
RC 

Order Status: 
Quote 
Review 
Order Confirmation 
Invoice 
Open Order 
Closed 
Hold 

 
Q 
R 
S 
I 
O 
C 
H 
 

Date fields 
 

01/05/1996 

Period fields such as period-to-
post, period-entered, etc. 
 

199601 

Alpha-numeric fields (i.e. 
Customer ID) 
 

C30896 (actual 
ID) 

Print Style: 
    Bold 
    Bold Underline 
    Italic 
    Italic Bold 
    Italic Underline 
    Italic Bold Underline 
    Regular 
    Underline 
    No Print 
  

 
BO 
BU 
IT 
IB 
IU 
ID 
RG 
UN 
NP 
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Overview - Order Entry - Invoices 

Overview 

The Order Entry / Invoicing module is tightly integrated with the Accounts Receivable, 
Inventory and Project Controller modules.  When entering orders, the customer data, 
inventory data and project data are readily available from within the Order  Entry - Invoice 
Maintenance screen. 
 
When entering orders there is a variety of ways different orders may be processed.  There are 
also several different kinds of orders to choose from when entering orders.  Each type of 
order is suited for specific types of transactions. 
 
 
 
 
 

Menu 

 Screens       Reports 
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Order Types 

Blanket Orders 
Blanket Orders are used in the case where a customer has committed to buy a certain 
quantity of product over a period of time.  The Blanket Order is used to distinguish itself 
from other order types.  As product is actually shipped to the customer, the Blanket Order' s 
quantities are reduced. 

 
Cash Sale Orders 
Cash Sale Orders bypass the accounts receivable accounts in the general ledger whenever 
they are used.  They combine the invoicing function of Order Entry / Invoicing with the 
Payment function of Accounts Receivable. 
 
Credit Memo 
A Credit Memo would be used in the case where an adjustment must be made to the 
customer' s account.  A Credit Memo will decrease a customer' s account.  This type is 
commonly used for returned or damaged merchandise. 
 
Debit Memo 
A Debit Memo would be used in the case where an adjustment must be made to the 
customer' s account.  A Debit Memo will increase a customer' s account and has the same 
effect as an invoice. 
 
Drop Ship Orders 
Drop Ship Orders are used in the case where the inventory items on an order will not be 
filled by stock in inventory.  Instead, the inventory will be shipped by a third party directly to 
the customer. 
 
Regular  Orders 
Regular Orders are probably the most common type of order and will be used the majority of 
the time. 
 
Standard Orders 
Standard Orders can be used to represent order templates that may or may not be customer 
specific.  The standard order is referred to when creating other orders.  However, the 
quantities on the standard orders do not change. 
 
Recurr ing Orders 
Recurring orders are used to represent orders that are the same during a period of time.  
These orders can be released and invoices created as often as is necessary to suit the business 
needs.     
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Order Status 

Quote 
A document of a presale status to communicate quantities, pricing and arrangements before 
acceptance of an order. 
 
Review 
Allows the review of the order before Order continues through the process. 
 
Order  Confirmation 
Recognized as a status that a customer accepts quantities, pricing and arrangements; order 
proceeds to end result of shipping to customer. 
 
Open Order  
Packing slip or packing list printed and sent to the warehouse to be shipped. 
 
Invoice 
Items shipped are entered on order, order ready to be printed as notification of items shipped 
and document presents amount due from customer. 
 
Complete 
Order has been completed.  All information is display only. 
 
Hold 
Order is in a holding status pending additional information to either proceed as sales order or 
order to be cancelled. 
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Report Criteria Selection 

For many of the reports within the ASI-Order Entry / Invoicing module there is a report 
options criteria selection screen which appears after PRINT has been clicked on.  This will 
provide quick selection of some of the major criteria people often make when printing Order 
Entry / Invoicing reports.  (NOTE:  To bypass this screen accept default and CONTINUE) 
 

 
Once the criteria is selected.  The appropriate fields will appear to enter information for the report 
criteria selection. 

 

 
 Enter on CONTINUE to print the report. 
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Order Entry - Invoice screen 

 

Summary 

 
The Order  Entry / Invoicing screen includes information related to a specific sales order / 
Invoice.  The screen includes the type of order, Customer ID, detailed order information, 
complete billing and shipping information, invoice information with tax summary and 
invoice history.  
 
Before entering this information, sales orders should be reviewed to ensure the document 
used for input is complete.  The sales order documents do not need to be grouped together by 
types of orders such as regular order, credit memo, cash sale, etc, as the order type may be 
selected at time of entry.  
 
Back Orders ± Different from Solomon ver 2.06, back orders are not an order type.  As an 
order is processed as an invoice, the order / invoice information is processed through the 
system and inserted into additional tables to hold the invoiced order history.  (Invoice 
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History tab described later).  There is only one order  document. Upon update of invoice 
information through invoice printing and keep / delete, the system will close orders when all 
qty ordered have been shipped.  If some items remain open the order will be available to 
continue invoicing.  To close an order be sure all order qty = shipped qty or select Order 
Status ± Complete manually.  Able to select Back Orders NO in OP Setup ± This will ensure 
one order will have one invoice ± no back orders. 
 
 

Document Information 

 
Type 
Select the appropriate type of documents to be entered for this order.  See Order Type above 
regarding each type of document. 

 Blanket Order 

 Cash Sales 

 Credit Memo 

 Debit Memo 

 Drop-Ship Order 

 External Order 

 Regular Order 

 Standard Order 

 Recurring Order 

 
Order  Nbr  
Enter the order number you wish to edit or leave blank if creating a new order.  When 
entering a new Sales Order, ASI will automatically assign an order number.  Solomon IV 
will assign the document the next number in the sequence when you save the document.  
Duplicate order numbers cannot be entered.  
 
Std Ord Nbr  
Enter the Standard Order Number you wish to use as a starting point of this sales order. 
 
Customer  ID 
Enter the Customer ID or use the inquiry functions to view a list of customers.  If you need to 
create a customer or change customer information immediately, use the edit or insert 
features. 
 
Status 
This indicates the order' s current stage of processing.   

 Quote ± A quote order should be printed the next time the Quotes report is run.  

 Review ± Opportunity to review before Order Confirmation Status. 

 Order  Confirmation ± The sales order should be printed the next time the Order  
Confirmation report is run.  
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 Open Order  ± The Order Confirmation has been printed and is ready for packing 
slips/packing lists to be printed. 

 Invoice ± The sales order should be invoiced and printed when the Invoice Preview 
screen or the Invoice/Memos screen is next used. 

 Closed ± The sales order has been invoiced and no longer available to release 
product against.  

 Admin Hold - Solomon IV automatically places the order on admin hold if the 
customer©s status is Admin Hold in the Customer  Maintenance screen in Accounts 
Receivable. 

 
Per iod Closed 
Display only - field which shows when the document is closed.  The Period Closed specifies 
the fiscal period and year the document was invoiced to AR. 
 
Order  Date 
Accept the current business date or enter a different date to correspond with the actual order 
date. 
 
Customer  Order  Number  
Enter the number appearing on the customer' s purchase order.  For orders produced from a 
blanket or standard order, the number displayed here will be the customer order number used 
when the blanket or standard order was first entered. 
 
PO Number  
For drop-ship or other orders for merchandise not stocked by you, the purchase order number 
can be entered as the number of your purchase order to the supplier.  For orders produced 
from a blanket or standard order, the number displayed here will be the purchase order 
number used when the blanket or standard order was first entered. 
 
Salesperson ID 
Accept the default Salesperson ID assigned to the customer in the Customer  Maintenance - 
Other  Options screen or enter a different salesperson. For orders produced from a blanket or 
standard order, the ID displayed here will be the same as when the blanket or standard order 
was first entered.  This is available when OP Setup Salesperson ID option is set.  
 
Commission Pct 
Accept the default from the commission percentage set up previously in the Salesperson 
Maintenance screen or enter a different percentage. 
 
Project ID 
Enter the Project ID for this order when Order Entry / Invoicing integrates with Project 
Controller. 
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Tax Detail... 

The Tax button allows the presentation of multiple tax locations for each inventory item.  
The button presents the current lines tax ID' s and amounts.  The entry of the tax ID \ group 
tax ID is made through Order Entry - Invoice screen. 
 

 
 
 
 
 
 
 
 
 
 
 
The Tax Detail section shows the information for the inventory item that you have identified 
with your cursor on the main screen. 
 
Tax ID 
Displays the Tax ID this inventory item is subject to.   These IDs are set up in the Tax 
Maintenance screen in the Shared Information module. 
 
Tax 
Displays the amount of tax due.  This is calculated based on the taxable amount and the 
method of calculation set up in the Tax Maintenance screen in Shared Information. 
 
Note:  ASI  Order  Entry / Invoicing makes use of Tax id’s and Group Tax id’s.  I f more 
than one tax id is needed on a record then set up a tax group id that represents the 
group of tax id’s.   
 
 

Quick Print… 

Select Quick Print if you want to print only the current order. 
 
 

Note: Tax id' s default based upon AR Setup. 
 Other Options: Sales Tax default.  Previous line on Document or Customer defaults 

Within Customer maintenance ± Defaults tab ± tax: default from Customer or 
Address 
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Activity Report… 

Prints an Activity report for the item id in the grid.  Supplies key information about the item 
id including purchasing, sales order and on hand quantities. 
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Credit Report… 

Prints a Credit Report for the customer of the order.  Supplies key information about the 
customers open AR invoices, Unapplied Credit Memo' s, payments and days taken to pay on 
the most resent invoices paid. 
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Line Items… 

 
 

Inventory Information 
 
L ine Type 
Displays the current lines availability for shipping. Either Active, Complete or Ship in Full.  
(Drop Ship is available when integrating with ASI Order to Purchase Module).   
 
Inventory ID / Product ID 
Enter the Inventory ID of the item being sold.  Use the inquiry and edit features of Solomon 
to look up, modify, and add inventory records. 
 
Descr iption 
Defaults to the inventory item' s description.  Accept the default or enter another description. 
 
Site ID 
Accept the default Site ID for the inventory item or enter another Site ID. 
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Lot Ser ial Nbr  
Enter a Lot Serial Nbr if applicable for the inventory item. 
 
Whse Loc 
Accept the default Warehouse Location or enter another location. 
 
Project 
Enter the project this item applies to. 
 
Task 
Enter the task this item applies to. 
 
Work Order  Nbr  
The Work Order Nbr that represents the billing record. 
 
Work Order  Date 
Date of the Work Order 
 
Supplier  Invoice Nbr  
The Invoice Nbr of the supplier that performed work if performed by an outside vendor. 
 
Consultant\Vendor  ID 
Enter the Consultant\Vendor who performed the work on the Work Order. 
 
Entry ID 
The general task that was performed on the work order. 
 
Tax ID / Group 
Enter the tax location for the invoice.  If there is more than 1 tax category, click on the Tax... 
button to enter up to 4 tax categories for this item. 
 
Unit Desc 
Accept the default Unit for the inventory item or use the inquiry feature to view other 
available Units. 
 
Order  Qty 
Enter the quantity of the item being ordered by the customer. 
 
Qty Remaining 
The qty calculated by the system of remaining qty of the order that has not been shipped. 
 
Qty Shipped 
Enter the quantity of the item that is being shipped for invoicing purposes.  If there is 
insufficient quantity available, the system will warn you. 
 
Sales Pr ice 
Accept the default sales price or enter a different price.  The Sales Price will default from the 
inventory item set up information including any price level breaks for the customer 
associated with this sales order. 
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Discount Percentage 
Enter percentage discount per line item.   
 
Ext Pr ice - Ordered 
Computed extended price for the order derived from the Order Qty times the Sales Price. 
 
Ext Pr ice- Invoiced 
Computed extended price for the invoice derived from the Qty Shipped times the Sales Price. 
 
Cost 
The cost field will only be modifiable for inventory items, which are set up with User 
Specified Cost. 
 
Comm Pct 
Accept the default commission percent or enter a different percent for this line. 
 
Account/Sub 
The default Account/Sub account for the inventory item.  Enter a different account/sub if 
needed. 
 
Pr int Style 
Enter the print style for the description of the record line on the invoice.  
(ex)  Print style - Bold Underline will print the description as Bold and Underlined. 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 23   

Billing Information  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Billing Information... tab is used to access the Billing Address screen for reviewing 
the name and address used for billing the customer.  You may change the data for the order 
without affecting the Billing Address for the customer. 
 
 
Credit Card Information 
Able to retrieve credit card information from customer by using the Get Credit Card 
Information button. 
 
Card Nbr  
Enter the Credit card 
 
Card Holder  Name 
Enter Credit Card Holder Name as it appears on the Credit Card 
 
Card Type 
Select American Express, Master card, VISA, Discover 
 
Expiration Date 
Enter the Expiration date of the card. 
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Shipping Information ... 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Shipping Address screen is used to enter the name and address for shipping this order 
to the customer.  You may access all ship-to-ID' s that the customer has available.  Once the 
shipping information is available, you may modify as desired for current order.  The 
modifications do not change the source data.  May be changed after each release of a partial 
order ± Invoice, therefore each order can have many invoices to many ship-to-ID' s. 
 
Ship To ID 
Displays the Ship to ID and name of the entity to whom merchandise should be sent. Each 
customer may have multiple ship to addresses. This feature is useful for customers whose 
shipping addresses differ depending on the item purchased or other variable. 
 
Name and Address 
Accept the name and address information from the Ship-to-ID or make modifications for this 
order.  These changes will not affect the source data and will be stored only in this order. 
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Shipping Instructions... 
The Shipping Instructions...  used to enter the ship date, carrier, and FOB point of a 
customer order.   
 
Ship Date 
Enter the date the order was shipped. 
 
Ship Via 
Enter the method of shipment 
 
FOB Point 
Enter the FOB Point for this shipment 
 
Tracking Nbr  
Enter the tracking number of the shipment to the customer. 
 
Shipped Complete 
Selection of this will make the order unavailable for invoice processing until all qty shipped 
equals qty ordered.  The order can only be shipped complete. 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 26   

Invoice Information... 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Invoice Information... tab is used to access the Invoice Information screen to enter a 
customers payment terms, document' s description, trade discount, freight, miscellaneous 
charges and view tax information. 
 
Terms 
Accept the default terms for the customer or enter a different terms ID.  You may use the 
inquiry function to look up available terms. 
 
Invoice Descr iption 
Enter the description you wish to display as the invoice description once the order has been 
released as an invoice. 
 
Trade Discount Percentage 
Defaults from customer able to change. 
 
Freight Amount 
Enter freight amount. 
 
Miscellaneous Amount 
Enter miscellaneous amount. 
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Invoice History... 

 

 This tab will list all invoices released through the Order Entry Module.  Each line represents 
an invoice with summary information. 
 
Four buttons are available. 
 
Show all Invoices for  this Order  - Displays the summary order information for invoices of 
the order number. 
 
Show all Invoices for  this Customer  - Displays the summary order information for all 
invoices of the customer. 
 
View Invoice Detail - Review details of each invoice as they were in the Order Entry screen 
including item id' s, description lines, etc. 
 
Repr int Invoice ± Able to reprint all invoices processed through the Order Entry module.  
Presents in Print Preview for review, then print. 
Where eMail interface installed (additional module), question appears for emailing, if choose 
to email.  The default email address for emailing invoices with subject and message is 
presented.  Able to change.  Then OK to email invoice.
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Special Features 

 
 
 
Customer  has Status of Admin Hold: 
When a customer' s status within customer maintenance is set to Admin Hold; the Order Entry screen 
displays a message in the header stating “ ***  Customer is on Admin Hold *** ” .  The order process will 
also stop.  The Order status will be grayed and no further processing will take place for all orders of a 
customer on Admin Hold. 
 
An Order  within a batch that has not completed fully (Keep / Delete): 
When an order is part of a batch that has not been fully completed, a message will appear in the Invoice 
Information tab stating the process, the batch number and what needs to be done.  A message will appear 
for the Quote, Confirmation, Open Order and Invoice process. 
 
Available Credit: 
Each customer within customer maintenance is able to record a credit limit for activity with your 
company.  Entering a value will enable the available credit feature within ASI Order Entry / Invoicing.  
The system will calculate for open AR activity, Open Orders and the current Order for the customer.  
This information is displayed for informational purposes. 
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Procedures for Entering Orders 

 

Processing an Order 

Blanket Orders, Cash Sales, Credit Memos, Debit Memos, Drop Ship, Regular Orders 
 

 Obtain order information. 

 Enter each order in the Order  Entry-Invoicing screen.  Select appropriate Order 
Type and Status.  Refer to Order Entry - Invoice  on Page 14. 

 Print the document according to desired format.  Refer to on Page 33. 

 Make any corrections to the orders in the Order  Entry-Invoicing screen. 

 Once the printed document is confirmed and kept, the system will set the status to 
the next appropriate designation. See OP Setup screen for more details. 

 
Automatic Credit Memo 

A Credit Memo would be used in the case where an adjustment must be made to the 
customer©s account.  A Credit Memo will decrease a customer©s account.  This type is 
commonly used for returned merchandise or damaged goods. (pg. 10) 
 
In the case that a Credit Memo would need to be issued due to returned/damaged 
merchandise or the like follow the following steps.  
 

·  Open a new Order Entry screen and choose Credit Memo as the order type. 

·  Press F3 to choose the Customer ID that is receiving the Credit Memo. 

·  Find the invoice through F3 and choose which previous invoice deserves the Credit 
Memo. 

·  Delete any line items that do not relate to the purpose of the credit memo. 

·  To advance the Credit Memo select the status of invoice and process to AR. 
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Using Standard Orders 

 
 
Standard Orders are used as a data entry convenience for common orders that may or may 
not be customer specific.  This types of order works as an order template when creating other 
types of sales orders. 
 

  In the Order Type field select the order type desired for this order. 
  Enter F3 to view the available standard orders for selection. 
  Select the Cust ID for this order. 
  Continue completing order document information. 
  Review Line Items and modify each line item for qty order, qty ship and pricing. 
  Once the order information has been completed ± Save the order.  
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Completing an Order 

Once the individual line items are entered on an order, the Order Total should equal the 
Invoice/ Line Total.  If not, corrections should be made before going on to the next order. 
 
After the information is complete for an order/invoice, you may select the NEW or FINISH 
button, or you may select the CLOSE button.  If you select NEW or FINISH you will get a 
new screen to enter another order/invoice.  If you select the CLOSE, you will be back at the 
menu. 
 
Quick Pr int ... 
 
The Quick Pr int button can be used to immediately print the current Quote, Order 
Confirmation, Invoice.   
 
Once an order with a Quote status has been printed, the Quote Update screen will appear for 
you to choose the handling of the order.   
 
Once an order with an Order Confirmation status has been printed, the Order Confirmation 
Update screen will appear for you to choose the handling of the order.   
 
Once an order with an Invoice status has printed, the Invoice/Memo Update screen will 
appear for you to choose the handling of the invoice.   
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Product List 

 

Product ID 
Enter the product ID (billing code) according to the company' s policy. 
 
Descr iption 
Enter a brief description of the product item. 
 
Unit Sales Pr ice 
The sales price for one unit of the product item.   
 
Cost Type 
Enter the type for determining the cost ± specific amount or percent of sales. 
 
Unit Cost \ Percent 
Solomon IV will use the cost entered here to compute the cost-of-goods-sold for the sales 
order. NOTE: (The cost of goods sold calc is not used to produce a journal entry in GL.) 
  
Unit Descr iption 
Enter the unit of measure you will use for the Product item (lb., carton, each, case, etc.).  
 
Tax Category:  Able to enter a Sales tax category 
 
Product Sales Account\Sub-Account 
Specifies the sales account and sub-account to be credited for sales of the product 
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Sales Price  

The Sales Price screen is used for building a company sales price matrix.  Able to enter 
pricing for each inventory / product item for each sales unit by qty breaks.  Available options 
for entry are Inventory Item, Customer Class by Inventory Item and Customer by Inventory 
Item.  The method for system selection of the sales price in the Order Entry screen for an 
item is as follows: Customer by Item, Class ID by Item, Inventory and Inventory Stock Sales 
price from the Inventory Maintenance screen.  The first price that is available is used. 
  

 
 
 
 
Type 
Select a type: Customer by Item, Customer Class by Item or Inventory Item.  (The fields will 
display for entry based upon the selection made).   
 
Customer  \ Customer  Class ID \ I tem ID 
Select a Customer \ Customer Class ID \ Item ID in the proper field.  The wild card is 
available for all items for the field. 
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Sales Price Entry 

 
 
Customer  ID 
Select a Customer ID when enabled. 
 
Cust Class ID 
Select a Cust Class ID when enabled. 
 
I tem ID 
Select an Item ID when enabled. 
 
Base 
Select to have sales price calculated based upon stock sales price or cost 
 
Method 
Fixed- will only lookup sales price from sales price table. 
Variable- will use the parameters in the Sales price table to calculate the sales price 
 
Cost Type 
When base option is “cost”  this field is available to select the cost type to use to calculate 
Sales price.  Options: Average cost, Last cost or Standard cost. 
 
Stock Unit 
Defaults stocking Unit of measure from inventory. (Display Only) 
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Stock Unit Base Pr ice/ Cost 
Defaults sales price from inventory to calculate Sales Price marked up\down. (Display Only) 
 
Sales Unit 
Unit of measure for pricing desired. 
 
Sales Unit Pr ice / Cost 
Defaults sales price/cost calculated for unit of measure conversion. (Display Only) 
 
Qty Break 
Enter the qty break for the item and sales price  
 
Mark Up / Down 
Select if Sales Price to be marked up or marked down from Sales Unit Base Price \ Cost. 
 
Percentage 
Enter a percent to be used to calculate Sales Price mark up \ mark down.  When entered in 
the field the amount field will automatically calculate based upon the percent entered as well 
as calculate an end sales price. 
 
Amount 
Enter an amount to be used to calculate Sales Price mark up \ mark down.  When entered in 
the field the percent field will automatically calculate based upon the amount entered as well 
as calculate an end sales price. 
 
Sales Pr ice 
Enter a sales price. When a Sales Price is entered in this field the system will automatically 
calculate the mark up\down percent and mark up\down amount. 
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Update Sales Price 

 
 
 
This screen updates prices in the sales price table for stock sales price / cost changes in 
Inventory or Product Listing.  When a change in a stock sales price / cost is entered, the 
update sales price screen will list all the items effected by that change. 
 
Able to modify each sales price record by the change of stock base price or cost. 
 
Recalculated using 
 Three options: 
Percent ± use the percent to mark up\down to calculate new sales price. 
Amount ± use the amount to mark up\down to calculate new sales price. 
No Change ± Don' t change the sales price, system will calculate new amount and percent. 
 
 
Begin Processing  - to make changes take effect. 
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Printing  

Quotes 

Quotes are printed using the Quotes report screen.  The following procedure guides you in 
printing Quotes: 
 

 Once the quotes have been entered and verified, open the Quotes report screen. 

 Select the appropriate Report Format.   

 Enter any applicable Sort/Select options. 

 Select Print. 

 Quote Selection Screen appears to select Quotes to print 

   If the Quotes printed correctly, select Keep.  If not, Select Delete.   
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Order Confirmations 

Sales Orders are printed using the Order  Confirmations report screen.  The following 
procedure guides you in printing Quotes: 
 

 Once the sales orders have been entered and verified, open the Order  
Confirmations report screen. 

 Select the appropriate Report Format.    

 Select Print. 

 Order Confirmation Selection Screen appears to select Orders to print 

 If the Order Confirmations printed correctly, select Keep.  If not, Select Delete.   
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Packing Slips / Picking List  

Packing Slips / Picking List are printed using the Packing Slips / Picking List report screen.  
There are two formats available; Packing Slips ± representative of the sales order often be 
used with shipping.  Picking List ± list items by order in report format. 
 

 Once items are ready to be shipped and order status is Open Order, open the Packing 
Slip / Picking L ist reports screen. 

 Select the appropriate Report Format. 

 Select Print. 

 Packing Slips / Picking List Selection Screen appears to select Orders to print 

 If the Packing Slips / Picking List printed correctly, select Keep.  If not, Select 
Delete.   
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Invoices \ Memos.   

The Invoices/Memos report is used to select orders for printing and posting. Only orders 
with Invoice status and no previously assigned invoice/memo number will be available to be 
processed as an invoice.   
 
When a customer invoice cannot be completely filled due to insufficient quantities of an 
inventory items or the order flag of ship complete is checked and the order is not complete or 
if the customer of the order is on HOLD, the order will be viewed in the preprocess selection 
screen but it will be unavailable for processing because of those conditions. 
 
As invoices are released against the order the Invoice History tab will present all invoices for 
the sales order. Once all items have been invoiced qty ordered = qty shipped the order will be 
closed by the system. 
 
Because Solomon IV processes credit and debit memos in the same manner as invoices, the 
same type of form can be used to print both.  When memos are printed, the Credit Memo or 
Debit Memo identifier will appear on the form to distinguish the memo from an invoice.  
 
Once all invoices are printed and approved, Solomon IV will update inventory and sales 
information in the database, as necessary.  If multiple copies of the document are desired, 
multi-part forms can be used when printing invoices and memos or the number of copies can 
be set to greater then one. 

Note:  The Invoice Preview screen should always be used before using the 
Invoices/Memos screen to ensure accurate information prior to posting the transaction. 

 
Invoices are printed using the Invoice \ Memos report screen.  The following procedure 
guides you in printing Invoices: 
 

 Once the Invoices have been entered and verified, open the Invoice \ Memos report 
screen. 

 Select the appropriate Report Format.   

 Enter any applicable Sort/Select options.   

 Select Print. 

 Invoice Selection Screen appears to select Invoices to print 

 If the Invoices printed correctly, select Keep.  If not, Select Delete. 
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Recurring Invoices 

The option to print invoices that are recurring.  
 

Envelopes/Labels 

This option gives you the availability to print invoice envelopes or invoice labels based upon 
the invoice date on the ROI screen.  Remember to change through Print Options the paper 
size to envelope 10. 
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Status Update Options 

There are different update options to choose from in the Order Entry/Invoicing Menu.  To 
update a quote, order confirmation, packing slip, invoice and memo, or a recurring invoice, 
simply choose which document you wish to update and enter the batch number.   
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Delete Order Processing Detail 

The Delete Order  Processing Detail screen is used to remove Order Processing activity 
from the database that is no longer needed for business operations, including all sales orders 
that have been invoiced.  Sales tax detail associated with sales orders is retained for the 
number of years selected in Accounts Receivable setup.  The Years to Retain Orders option 
in the Order  Processing Setup screen allows you to specify a maximum number of years 
prior to the current year to retain Order Processing documents and transactions.  Once an 
accounting period©s Order Processing documents have been retained in the database for a 
period that exceeds the number specified, the details for that period can be deleted using this 
screen. 
 
 

 
 
 
Today' s Date 
 
Years to Retain Completed Orders 
Set in Order Processing Setup. 
 
Delete Detail From 
Specifies the order date when Order Processing activity deletion should begin. All detail 
from this date (and all dates prior to this one that still retain detail) are to be deleted from the 
database. The number of years here is controlled by the value at Years to Retain Completed 
Orders in the Order  Processing Setup screen. 
 
 
There is also a Re-open Order  screen where an order can be opened again and available for 
a status change. 
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 ASI-Inquiry 

Customer Inquiry 

Overview 

Brings all customer information to one central location. 
 
The header presents summary information about the customer with Name, Address, City, 
State, Zip and telephone and fax numbers.  Also available is classid, customer status, and the 
terms default for the customer.  Over to the right presents, the credit limit set in customer 
maintenance, the AR balance (total due from the customer), total open orders from ASI-
Order Entry, credit available which is the sum of the credit limit less AR balances and open 
orders.  Finally, the credit report, which provides a current activity of the customer including; 
open AR invoices, unapplied payments and the last 5 invoices paid with payment 
information along with the number of days paid. 
 

Open Orders 

 
Displays all open orders for this Customer presenting information as Order Nbr, Order Type, 
Status, & Date, Amounts, Shipping information, plus more. View Order details and 
reprinting available for all order phases. 
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Open AR Documents 

 

 
 
Displays all open Accounts Receivable documents by Invoice Nbr.  Information available 
includes AR Batch Nbr, Doc Type, Order Nbr, Doc Date, Disc Date, Due Date, Days Due 
(review the number of days past due at a glance), Doc Amount, Balance Information, plus 
more. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 46   

 

 Invoice History 

 
Displays Invoice History Information, including Invoice Nbr, AR Batch Nbr, Doc Type, 
Invoice Date, Due Date, Invoice Amount, Doc Balance, document description.  
 
Displays Order information including Order & Shipping Information. 
 
Displays Payment information including last payment number, payment date, batch and type.   
 
Refine L ist Button 
This is a search utility to find customer specific invoice / order information, which presents 
only the information that the user is searching for. The following fields are available for 
searching. 

 Invoice Number  Customer Order Number 
 Document Type  Tracking Number 
 PerPost  Ship to ID 
 Order Number  Last Payment Number 
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View Invoice Details button 
Drill down to see the details of each invoice as is presented in Order Entry. 
 
 
View Payments 
Able to view all payments with invoices applied 
Search capability through Refine List for Invoice and all payment applications or Payment 
with all invoices paid. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Invoice Repr int 
Able to reprint all invoices processed through the Order Entry module.  Presents in Print 
Preview for review, then print. 
Where eMail interface installed (additional module), question appears for emailing, if choose 
to email.  The default email address for emailing invoices with subject and message is 
presented.  Able to change.  Then OK to email invoice. 
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Customer Aging and Credit Information 

 
 
Displays all credit and aging information.   

Presents first time done business 
Last Invoice processed 
Last Payment Processed 
Oldest open invoice. 

 
Displays Real-Time aging.  The aging presented is real-time, does not depend on Solomon' s 
Aging Process. 
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Sales by Item 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Displays Sales by Item information.  You can view this information by fiscal year and all 
items will be listed by Item ID with Quantity, Sales, COGS, Profit and Profit Margin.  
 
Sort by function for all fields; Quantity, Sales, COGS, Profit and Profit Margin. 
 
The Details button will display invoices that contain the focused item, including Invoice Nbr, 
Order Nbr, AR Batch Nbr, Invoice Date and much more.  
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Item History 

 
 
Displays Item History for the customer by Sales or Quantity.  You can view this information 
by fiscal year and all items will be listed by Item ID for each period of the year including 
total and avg Ordered and Sales Price.  
 
The Details button will display invoices that contain the focused item, including Invoice Nbr, 
Order Nbr, AR Batch Nbr, Invoice Date and much more. 
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Item Inquiry 

Overview 

Brings all Item information to one central location. 
 
The header presents summary information about the Item (Inventory or Product) with Name, 
Valuation Method, Default Sales Account and Sub Account.  Also available is Product class, 
Primary vendor, Base Sales Price, Buyer and Stocking Unit.  Then Quantities are presented 
with On Hand, On Sales Order, On Purchase Order, Allocated and Available. Costing is 
presented with amounts on Open Purchase Orders and Open Sales Orders. 

 

Open Sales Orders 

 
 

The Open Orders tab will display all open orders that contain the Item ID.  It will present by 
Order Nbr, with Order Type, Cust ID, Status, Ord Date, Quantity Remaining, and Pricing 
information. 
 
View Order Details information will display all line items for the specific order selected.  
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Open Purchase Orders 

 
 

Display all Open Purchase Orders for the Item.  Information displayed is Purchase Order 
Nbr, PO Type, Vendor ID, PO Status, PO Date, Quantity information and Cost information.   
 
View Purchase Order Detail button will display all line items for the selected Purchase 
Order.   
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Vendor Performance 

 
 

Vendor Performance will present all vendors that the company has done business with for 
the selected Inventory item by fiscal year.  Vendor information includes YTD quantity of 
item and dollars purchased, last Receipt information (Receipt date, Po Nbr, Receipt Nbr), 
Avg and last lead time as well as last and avg cost.   
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Quantities by Site 

 
 

Information will list by Site ID, with Site description, Quantity on Hand, Qty on Sales Order, 
Qty on Purchase Orders, Qty Allocated and Qty available.  
 
The View Site Details button will display warehouse location by site. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 55  

Sales by Customer 

 
Displays Sales by Customer information.  You can view this information by fiscal year and 
all customers will be listed by Cust ID with Quantity, Sales, COGS, Profit and Profit Margin 
information.  
 
Sort by function for all fields; Quantity, Sales, COGS, Profit and Profit Margin. 
 
The Details button will display invoices that contain the focused customer, including Invoice 
Nbr, Order Nbr, AR Batch Nbr, Invoice Date and much more.  

 
 
.   
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History by Customer 

 
 

Displays customer history for Inventory item by Sales or Quantity.  You can view this 
information by fiscal year and all customers will be listed by Cust ID for each period of the 
year including total and avg Ordered and avg Sales Price.  
 
The Details button will display invoices that contain the focused customer, including Invoice 
Nbr, Order Nbr, AR Batch Nbr, Invoice Date and much more. 

 
 
 
 
 
 
 
 
 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 57  

Vendor Inquiry 

Overview 

Brings all vendor information to one central location. 
 
The header presents summary information about the vendor with Name, Address, City, State, 
Zip and telephone and fax numbers.  Also available is classid, vendor status, and the terms 
default for the vendor.  
.   
 

Open Purchase Orders 

 
 
Displays all open purchase orders for this Vendor presenting information as PO Nbr, PO 
Type, Status, & Date, Amounts, Receipt information, plus more.  
 
View Purchase Order details. 
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Open Accounts Payable Documents 

 
Displays all open Accounts Payable documents by Ref Nbr.  Information available includes 
AP Batch Nbr, Doc Type, Invoice Nbr, Doc Date, Disc Date, Due Date, Days Due (review 
the number of days past due at a glance), Doc Amount, Balance Information, plus more. 
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Accounts Payable History 

 
 
 
Displays Document History Information, including Ref Nbr, AP Batch Nbr, Doc Type, Doc 
Date, Due Date, Invoice Amount, Doc Balance, Days Due, Invoice Nbr.  
 
Displays Check information including last check number, check date, batch and type.   
 
Displays Receipt information including Purchase Order & Receipt details. 
 
Refine L ist Button 
This is a search utility to find vendor specific voucher / receipt information, which presents 
only the information that the user is searching for. The following fields are available for 
searching. 

Reference Number 
PerPost  
Document Type 
 

Invoice Number 
Check Number 
PO Number 
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View AP Details button 
Drill down to see the details of each document as is presented in PO Receipts. 
 
 
View Checks 
Able to view all checks with vouchers applied 
Search capability through Refine List for Invoice and all payment applications or Payment 
with all invoices paid. 
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Vendor Aging and Credit Information 

 
 
Displays all credit and aging information.   

Presents first time done business 
Last Invoice processed 
Last Payment Processed 
Oldest open invoice. 

 
Displays Real-Time aging.  The aging presented is real-time, does not depend on Solomon' s 
Aging Process. 
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Item Receipts 

 
Displays Receipts by Item information for the vendor.  You can view this information by 
fiscal year and all items will be listed by Item ID with YTD quantity and dollars purchased, 
last Receipt information (Receipt date, Po Nbr, Receipt Nbr), Avg and last lead time as well 
as last and avg cost   
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Item History 

 
 
Displays Item History for the vendor by Receipts or Quantity.  You can view this information 
by fiscal year and all items will be listed by Item ID for each period of the year including 
totals.  
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ASI-eMail Interface 

Email Set Up 

The various options selected enable emailing for the different phases within the Order Entry 
module and are listed as follows; Quotes, Confirmations, Packing Slips / Picking Tickets and  
Invoices.  Capability enables document formats to be assigned by customer.  AR Statements 
as well are able to be emailed with statement format by customer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EMail Y/N:  Select the process that the company will be using; Quotes, Confirmations, 
Packing Slips / Picking Tickets, Invoices and AR Statements. Once a process is selected the 
fields following in the column will become available for selection. 
 
Display eMail Address:  These fields are defaulted and are display only. 
 
Display Rpt Number :  This option enables the Report Number field in eMail Maintenance 
to be available for entry by customer.  This is where an individual report format by customer 
is provided. 
 
Display File Type:  This option provides the capability to select a file format by customer.  
Many formats are available for eMailing.  The most common file type is PDF. 
 
Default Repor t Nbr :  Enter the name of the report to be the default document format when a 
customer is added and when eMail is first setup.  
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Default eMail Subject and Message:  Select the “Text”  button to enter the default subject 
and message that will be used during the eMailing process.  During the eMailing process the 
default Subject and Message may be modified. 
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Email Maintenance 

Within the eMail Maintenance screen is where all the customer information is entered and 
used by the system.  When opening the screen all customers will be listed.  All set up options 
will default from eMail Setup the first time accessing this screen.  EMail address will default 
from customer maintenance and may be changed as needed.  Each eMail address field is a 
100 character field with the ability to enter multiple eMail addresses seperated by a semi 
colon. 
 
 

 
 
 
Cust ID:  This field is auto loaded by the system the first as well as when customers are 
added to through Customer Maintenance. 
 
EMail Documents:  Select Yes to eMail document for this customer (when selecting YES 
the eMail Address field for the Order phase becomes required.  
 
EMail Address: a 100 character field length is provided for each document with the ability 
to enter multiple eMail addresses separated by a semi colon. 
 
Rpt Nbr  Formats: This is the Rpt format that will be used to process the eMailing.  Select 
by the document type the appropriate report format by customer. 
 
File Type: Select the file type for eMail. (Most common is PDF). Selection is available for 
document. 
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Print/Email Quotes 

All orders in quote phase will be loaded into the grid and available to process.  

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
The Grid will load with all documents within the order phase.  The select field will be auto 
assigned based upon the eMail Maintenance options entered for the customer. If a customer 
for this phase is not setup for email then the SELECT option will be set to PRINT.  The print 
status will present the status of the document for processing.  The user may optionally 
change the selection. 
 
Note:  If display Report Nbr was checked in eMail setup then the report field will be 
available to assign a report format by customer within eMail maintenance.  The Print and 
eMail process will use the report format assigned to the customer for the document. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
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Select Specific Button: This gives the user the ability to select documents using certain 
criteria.  Choose from Customer ID, Customer Order Number, Order date, Our PO Nbr,  
Salesperson ID or Ship Date.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected documents.  The process scrolls the 
grid screen and emails the selected documents and Prints those selected for printing. 
 
 
After all activity has emailed or printed, a Keep / Delete screen will appear to complete the 
order phase.  Remember to complete this process by selecting the appropriate option so the 
orders remain available to continue. 
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Print/Email Confirmations 

All orders in confirmation phase will be loaded into the grid and available to process.  

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
The Grid will load with all documents within the order phase.  The select field will be auto 
assigned based upon the eMail Maintenance options entered for the customer. If a customer 
for this phase is not setup for email then the SELECT option will be set to PRINT.  The print 
status will present the status of the document for processing.  The user may optionally 
change the selection. 
 
Note:  If display Report Nbr was checked in eMail setup then the report field will be 
available to assign a report format by customer within eMail maintenance.  The Print and 
eMail process will use the report format assigned to the customer for the document. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
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Select Specific Button: This gives the user the ability to select documents using certain 
criteria.  Choose from Customer ID, Customer Order Number, Order date, Our PO Nbr,  
Salesperson ID or Ship Date.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected documents.  The process scrolls the 
grid screen and emails the selected documents and Prints those selected for printing. 
 
 
After all activity has emailed or printed, a Keep / Delete screen will appear to complete the 
order phase.  Remember to complete this process by selecting the appropriate option so the 
orders remain available to continue. 
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Print/Email Packing Slips 

All orders in packing slip / picking ticket phase will be loaded into the grid and available to 
process.  

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
The Grid will load with all documents within the order phase.  The select field will be auto 
assigned based upon the eMail Maintenance options entered for the customer. If a customer 
for this phase is not setup for email then the SELECT option will be set to PRINT.  The print 
status will present the status of the document for processing.  The user may optionally 
change the selection. 
 
Note:  If display Report Nbr was checked in eMail setup then the report field will be 
available to assign a report format by customer within eMail maintenance.  The Print and 
eMail process will use the report format assigned to the customer for the document. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
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Select Specific Button: This gives the user the ability to select documents using certain 
criteria.  Choose from Customer ID, Customer Order Number, Order date, Our PO Nbr,  
Salesperson ID or Ship Date.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected documents.  The process scrolls the 
grid screen and emails the selected documents and Prints those selected for printing. 
 
 
After all activity has emailed or printed, a Keep / Delete screen will appear to complete the 
order phase.  Remember to complete this process by selecting the appropriate option so the 
orders remain available to continue. 
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Print/Email Invoices & Memos 

All orders in invoice phase will be loaded into the grid and available to process.  

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
The Grid will load with all documents within the order phase.  The select field will be auto 
assigned based upon the eMail Maintenance options entered for the customer. If a customer 
for this phase is not setup for email then the SELECT option will be set to PRINT.  The print 
status will present the status of the document for processing.  The user may optionally 
change the selection. 
 
Note:  If display Report Nbr was checked in eMail setup then the report field will be 
available to assign a report format by customer within eMail maintenance.  The Print and 
eMail process will use the report format assigned to the customer for the document. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
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Select Specific Button: This gives the user the ability to select documents using certain 
criteria.  Choose from Customer ID, Customer Order Number, Order date, Our PO Nbr,  
Salesperson ID or Ship Date.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected documents.  The process scrolls the 
grid screen and emails the selected documents and Prints those selected for printing. 
 
 
After all activity has emailed or printed, a Keep / Delete screen will appear to complete the 
order phase.  Remember to complete this process by selecting the appropriate option so the 
orders remain available to continue. 
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Print/Email Recurring Invoices 

All orders in recurring invoice phase will be loaded into the grid and available to process.  
 

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
The Grid will load with all documents within the order phase.  The select field will be auto 
assigned based upon the eMail Maintenance options entered for the customer. If a customer 
for this phase is not setup for email then the SELECT option will be set to PRINT.  The print 
status will present the status of the document for processing.  The user may optionally 
change the selection. 
 
Note:  If display Report Nbr was checked in eMail setup then the report field will be 
available to assign a report format by customer within eMail maintenance.  The Print and 
eMail process will use the report format assigned to the customer for the document. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
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Select Specific Button: This gives the user the ability to select documents using certain 
criteria.  Choose from Customer ID, Customer Order Number, Order date, Our PO Nbr, or  
Salesperson ID.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected documents.  The process scrolls the 
grid screen and emails the selected documents and Prints those selected for printing. 
 
 
After all activity has emailed or printed, a Keep / Delete screen will appear to complete the 
order phase.  Remember to complete this process by selecting the appropriate option so the 
orders remain available to continue. 
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Print/Email AR Statements 

This screen is used to eMail AR Statements to customers. 

 
 
EMail Subject:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
EMail Message:  The default text will populate from eMail setup, but may be modified as 
desired. 
 
 
The Grid will load with all customers with the customer Maintenance Print Statements 
option checked. The select will auto assigned based upon the eMail Maintenance options 
entered by customer.  All customers setup for eMailing will default to eMail.  All others will 
be set the “Print” .  The user may optionally change the selection for the select field. 
 
The Select All Active button will select all line items to either email or print. 
 
The Clear All Active will set all line items to NO, so the user can go in and choose specific 
documents to process.   
 
 
 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 78  

Select Specific Button: This gives the user the ability to select documnets using certain 
criteria.  Choose from Customer ID, Class ID, Statement Cycle ID, Terms ID, AR Balance 
greater then or equal to and Past Due Amount greater then or equal to.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Pr inter :  Select the printer to print the documents selected for printing. 
 
EMail / Pr int:  Select this button to process selected customers.  The process scrolls the grid 
screen and emails the selected customers and Prints those selected for printing. 
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ASI-Order to Purchase 

Order to Purchase enables the automatic creation of Purchase Orders from the ASI-Order 
Entry module.  Purchase Orders are able to be created from a single Sales Order or from 
multiple Sales Orders to a single Purchase Order. 
 
The User is able to select on each line item of the Sales Order a vendor ID, an Address ID 
and override the cost. 
 
There are many address ID capabilities and the OP to PO setup screen will provide the 
availability to select a method that best fits the company.  The following is a matrix of the 
various capability available to create Purchase Orders. 

 
 
 

Overview 

When creating a Purchase Order for a line item in the Order Entry/Invoicing screen, FIRST: 
1) make sure you set up options in OP to PO set up 
2) make sure you are set up to integrate with PO Module in OP Setup 
3) make sure you enter in an Address ID and a Vendor ID in the Order Entry screen 
4) Note: make sure you keep Quantity Shipped at zero to generate Purchase Orders 
5) NOW YOU ARE READY TO GENERATE YOUR PURCHASE ORDERS 

 
 

OP to PO Setup Default Shipping Vendor
Address Purchord PO Address Address

Type OrdType LineType Address ID F3 PO Type Address on PO on PO
Vendor's POAddress REG ACTIVE PO Address setup Vendor POSETUP Address ID
Vendor's POAddress REG DROP SO Address DP Customer Address ID Vendor Dflt
Vendor's POAddress DROP ACTIVE PO Address DP Vendor Ship To ID Address ID
Vendor's POAddress DROP DROP SO Address DP Customer Address ID Vendor Dflt

Site & Vendor PO addr REG ACTIVE PO Address setup Vendor SITE Address ID
Site & Vendor PO addr REG DROP SO Address DP Customer Address ID Vendor Dflt
Site & Vendor PO addr DROP ACTIVE PO Address DP Vendor Ship To ID Address ID
Site & Vendor PO addr DROP DROP SO Address DP Customer Address ID Vendor Dflt

Customer's Ship Addr REG ACTIVE SO Address setup Customer Address ID Address ID
Customer's Ship Addr REG DROP SO Address DP Customer Address ID Address ID
Customer's Ship Addr DROP ACTIVE SO Address DP Customer Address ID Address ID
Customer's Ship Addr DROP DROP SO Address DP Customer Address ID Address ID

Shared Info Addr REG ACTIVE SI Address setup Address Address ID Address ID
Shared Info Addr REG DROP SO Address DP Customer Address ID Address ID
Shared Info Addr DROP ACTIVE SI Address DP Address Address ID Address ID
Shared Info Addr DROP DROP SO Address DP Customer Address ID Address ID
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OP to PO Set up 

 
 

PO Generation Options Set up 

Group Type:  Select to create PO' s by vendor or Buyer and Vendor  
 
Default Select: The selection default when Generate PO screen is loaded. Y - Yes or N - No 
 
Process Admin Holds: Select the option on how to process Purchase Orders from Sales 
Orders with customer' s that are on Admin Hold.  Options: 
   Optional-Yes 
   Optional-No 
   Disabled-Never 
 
Default Option:  The selection default when Generate PO screen is loaded. 
   Merge 
   Stand Alone 
   No PO 
 
Default PO Status: The PO status of the Purchase Order being created 
   Open Order 
   Purchase Order 
   Quote Order 
 
Default Cost on PO from OP:  Use the cost from the Sales Order on the Purchase Order    
Y - Yes or N - No 
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Send ‘User  Fields'  to PO: Select if you would like the User fields from the Sales Order to 
go to the Purchase Order. Y - Yes or N - No 
 
Send ‘OP Notes'  to PO Detail: Select if you would like the Notes from the Sales Order 
detail to go to the Purchase Order. Y - Yes or N - No 
 
Default Ship Via ID: Select the Ship Via for the items on the Purchase Order.  F3 to see list 
of options 
 
Default FOB ID: Select the FOB for the items on the Purchase Order.  F3 to see list of 
options 
 
Display Sales Pr ice: If you would like the sales price to be displayed on the Generate PO 
screen. Y - Yes or N - No 
 
Display Address ID: If you would like the AddressID field to be displayed on the Order 
Entry  and Generate PO screen. Y - Yes or N ± No. If no the field will be populated with the 
default. 
 
Address Vendor  Type:  Select the method desired for using address' s with the Purchase 
Order 
   Vendor PO' s Address 
   Site & Vendor' s PO Address 
   Customer' s Shipping Address 
   Shared Information Address 
 
Project Purchase Account: Enter a project purchase account where integrated with Project 
Controller 
 
Default Purchase Subaccount Source:  Select what subacct to be used on the purchase 
order line item.  
   Inventory 
   Order Detail 
 

Receipt Processing Options Set up 

Update OP Status:  PO Receipts will be updated back to Sales Orders for Orders that have 
an invoice status. 
 
Freight Type:  Select a freight amount to be used on a sales orders.  
   Fixed Amount  
   None 
 
I f Fixed Amount, enter  amount below:  Enter a freight amount to be added to the Sales 
Order   
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Data Entry of PO Information 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When using Order to Purchase with the ASI-Order Entry screen, there are a number of 
additional fields which are made available 
 
Vendor ID:  F3 will present vendors associated with the item being purchased.  Available 
vendors will be Supplier 1 and Supplier 2 and any vendor that the company has purchased 
this item from in the past.  Available information in the F3 is Vendor, Average Cost, Last 
cost, Last receipt information, Average lead time and Last lead time by vendor. 
 
AddressID: F3 to select an address id based upon OP to PO setup. 
 
PO Nbr :  The PO Nbr field is populated after the Generate PO process has created the 
Purchase Order 
 
PO Receipt Nbr :  This will present the last PO Receipt processed against the line item for 
the Sales Order. 
 
Receipts Detail field is used to access a detail screen presenting all receipts processed for 
the sales order' s line item. 
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Generate PO’s screen 

Overview 

Once the Sales Order' s have been entered in to the Order Entry screen and the Vendor ID 
and Address ID have been populated, the Generate PO screen will enable the processing of 
the Sales Order information into Purchase Orders. 
 
Note:  The Generate PO screen will load with all orders that have line items where Qty 
Ordered is greater than Qty Shipped, a valid vendor ID and a valid Address ID. 
 

  
The Generate PO screen will load with all available Sales Orders with Purchase Order 
Information.  It presents Sales Order summary information with the availability to display 
Sales Order details.  The following screen options are available. 
 
Select:  Select the Sales Orders to be used to create Purchase Orders. 
 
PO Option:  Select the purchase order generate option. 

1. Merge this Sales Order lines onto a purchase order with other Sales Orders 
with the same vendor and or buyer information (based on OP to PO setup. 

2. Stand Alone is where the sales order will create a purchase order with only 
that sales order' s information. 

3. No PO is no purchase order will be generated. 
 
 
The Select All button will select all PO line items to YES for PO generation. 
The Clear All button will set all PO line items to NO for no generation. 
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Order Detail 

 
 
The following fields are available to be modified before purchase orders are created. 
 
Vendor ID:  F3 will present vendors associated with the item being purchased.  Available 
vendors will be Supplier 1 and Supplier 2 and any vendor that the company has purchased 
this item from in the past.  Available information in the F3 is Vendor,  Average Cost, Last 
cost, Last receipt information, Average lead time and Last lead time by vendor. 
 
AddressID: F3 to select an address id based upon OP to PO setup. 
 
Cost:  Enter the cost of this item from the vendor selected. 
 
 

Preview Purchase Order’s 

 
Selection of this button will present in a report in print preview mode how the Purchase 
Orders will be created in the Purchase Order Module, 
 
 

Create Purchase Order’s 

Purchase Order' s will be created based upon the Generate PO' s screen selection and the PO 
number by line item will be written back to the Sales Order. 
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Update Receipts onto OP Orders 

The Update Receipts onto OP Orders will update receipt quantities by Purchase Order details 
back to the Sales Order' s for Quantity Shipped. 
 
When the screen loads it will be populated with all PO Receipts for line items that are 
associated to Sales Orders. 
 

 
 
The top grid displays all PO Receipts ready for update.  Select YES/NO for update to the 
Sales Order.  Summary information available for the Purchase Order receipt are listed;  
Receipt Nbr, Batch Nbr, Receipt Date, PO Nbr, Vendor ID. 
 
The bottom grid displays all line items in each PO Receipt with the Sales Order number that 
it relates to.  The option is available to update the whole recipt or by individual line items 
within the receipt.  Summary information available for the Purchase Order detail are listed; .  
Selection to process YES/NO, Sales Order Number, Inventory Item ID, SiteID and WhseLoc 
ID, Unit of measure, unit cost and qty received. 

 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 86  

ASI-Data Integration 

Data Integration Set Up 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Impor t Method: Multiple list of options for auto creating Sales Orders.  
 Add:  add data to existing orders for customer and by external refnbr 
 Always New: data imported will always create a new sales order. 
 Overwrite: imported data will overwrite existing orders for customer and external renbr.  
 
Default Order  Type:  Select the default order type to be used when importing orders.  The 
system will use the order type within the data if provided.  Options available: Regular Order, 
External Order, Cash Sale, Drop Ship 
 
Default Status:  Select the default order status to be used when importing orders.  The 
system will use the order type within the data if provided.  Options available:  Quote, 
Hold, Confirmation, Review, Open Order, Invoice 
 
Default Sales Acct Source:  Select where the system will find the sales account for the 
orders.  Options available: Data, Customer, Item, Ship to ID. 
 
Default Sales Sub Acct Source: Select where the system will find the sales sub-account for 
the orders.  Options available: Data, Customer, Item, Ship to ID. 
 
Default FOB ID:  F3 to select option.  Most common Destination and Shipping Point. 
 
Default Ship Via ID: F3 to select for available options.  
 
Freight Calculation: Select how freight will be calculated.  
 Accumulate ± Total freight on each line for the order 
 Maximum ± Use the maximum freight on the order from each record line. 
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Miscellaneous Charge Calculation:  Select for how freight will be calculated.  
 Accumulate ± Total freight on each line for the order 
 Maximum ± Use the maximum freight on the order from each record line. 
 
Trade Discount Source:  Select the source for assignment of trade discount: Customer 
maintenance or from the data. 
 
Tax ID Source: Select the source for assignment of this item: Solomon (based upon how 
the customer maintenance options are set) or from the data. 
 
Sales Pr ice Source: Select the source for assignment of sales price.  Available options 
are: Data, Solomon, Solomon if Zero 
 
Approved Status: To what status will the order move to once the order has been approved. 
Available options: Quote, Hold, Confirmation, Open Order, Invoice 

 
 
 
 



PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 88  

Import OP Data 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This process will import new external order information into the 
ASI-Order Entry / Invoicing module. 

 
 
Able to select specific customer orders or all orders.  May also select based upon the User or 
all users. 
 
Begin Processing will import the data.  Importing verifies data and then imports.  Records 
that do not pass verification may be viewed through the Data Correction screen. 
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Data Correction 

 
 
This screen enables the user to review problem records and the reason for not passing 
verification. 
 
Review the reason for error by line item and goto the field where the error occurred. Most 
fields have F3 capability to assist in the proper selection. 
 
Once data has been corrected, select Validate Data button to make data available to import. 
 
Return to the Data Import screen and import the data.  
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Order Approval 

 
 
The Order Approval screen is used for the Accounts receivable department or Credit 
manager to review the order before they enter the processing system.  The orders are 
available to be viewed within the Order Entry screen but unable to be modified until the 
order has been approved. 
 
Customer totals for all orders to be processed will be in the top grid, while the list of all 
orders by customer is detailed in the bottom grid. 
 
Able to approve by customer or individual order of a customer. 
 
Tools available to assist in the order approval process are: the credit report and access to the 
customer inquiry screen. (an ASI add-on module). 


