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ARC/400 Marketing and Distribution System

Version 9.6 Summary of Changes

Released September 2005
Computer Analytics is pleased to announce version 9.6 of the ARC/400 Marketing and Distribution System.

Error Corrections and Internal Improvements

ARC/400 has incorporated a variety of corrections and improvements that will increase the stability and reliability of the product.  
Preview/Rental Dunning via E-mails

ARC/400 has had procedures for the automatic creation of dunning letters to request the return of materials or the payment for those materials.  The only problem is that this is a somewhat tedious, manual task where letters need to be printed, folded and mailed.  

This new feature expands upon the existing features by allowing the dunning to proceed via e-mail.   This eliminates all of the manual effort so that the dunning can proceed entirely under the control of ARC/400.  See a complete description of this feature in this document.
Bill Only Internet Orders

Bill only Internet orders will not be placed on user hold even if the designated Web Site User ID is otherwise set for user hold.  Such orders are typically paid by credit card and should be released immediately.  Note: if the user pays by Money Order or Check, the order will be placed on a Payment hold waiting for the money to arrive.  

Contact Selection Change in Marketing List Activities
“Select Generic” is a contact selection option where the company information is selected without any contact information.  “Select One” is a contact selection option where only one contact per location will be selected.  This description of change applies only to these selection options and does not apply to the “Select All” option which is the default option.
In the past, “Select One” would pick the first contact in the location’s list of contacts.  Now, it will pick the contact that had been used the most recently.  This will provide a better contact choice than simply the first contact.

In addition, contact information can be selected even if the contact is Inactive or Withdrawn.  The classic example is the search for organizations that have purchased a given product, but the contact that purchased that product is Inactive.  In the past, the inactive contacts information would have been missed.  
Auto Call Queue Builds

Auto call queue builds are used for Coverage Call creation and other types of calls which are generated automatically by ARC/400.  Selection criteria are entered and selections are made every weekday.  Now, the SAREP# and SASDIV fields can be used in exactly the same manner as other call queue builds in ARC/400.  SAREP# is used to select based upon an assigned sales person number.  SASDIV is used to select based upon the assigned sales person’s sales division.

Royalty Report Change

Royalty Due Reports now include the producer’s address on the report.

Credit Card Security

ARC/400 continues to implement credit card security measures to achieve the standards set by the Payment Card Industry.

· All CVV2 and CVC2 numbers have been removed from Saved Cards transactions.  The credit card standards are clear that CVV2 and CVC2 numbers (the 3 or 4 digits on the back of your card) are never to be stored in a computer system after the credit card authorization is completed.
· All CVV2 and CVC2 numbers have been removed from processed credit card transactions.

· CVV2 and CVC2 numbers have been removed from all display of credit card transactions, except for the Manual Authorize transaction in the Accounting menu.  Even so, after the card is authorized, the information is no longer stored.

· Entry of CVV2 and CVC2 number are not affected; these are maintained only until the transaction is completed.  These numbers are then removed from the data base.

· With these changes and the changes in previous releases of ARC/400, ARC/400 has achieved the minimum standards as set by the Payment Card Industry Data Security Standards.
Batch Usage of Credit Card Software

This support is dropped from ARC/400.  This option is no longer recommended or even needed with the prevalence of on-line credit card transaction processing.

Credit Card Settlement Support

This support is dropped from ARC/400.  Most processors do this automatically which is the preferred approach to credit card settlement.  

Credit Card Settlement Batches

This support is dropped from ARC/400.  This feature only applied to Web Authorize.  Most processors give one the ability to review batches from a web site which is the preferred approach.  

Credit Card Support for Additional Credit Cards

Credit card processing now supports Delta, Enroute, Maestro, Solo and Switch.  

UPS Weight Based Shipping Fees

ARC/400 supports various method of calculating shipping fees.  Now, a new method is available using the estimated weight of a shipment and data provided by the UPS web site.  This provides a reasonably close estimate of the shipping fees as would be calculated by UPS.  

As with other methods, the shipping fee is calculated during Order Entry so a customer can be given an exact amount for payment and a credit card can be taken.  

For more information, see the attached description and instructions for “UPS Weight Based Shipping Fees”.

UPS Ship Fee Calculator

Building on the UPS Weight Based Shipping Fees, there is a Ship Fee Calculator that can be used by service personnel to estimate the shipping fees for an order.  There is a menu option on the Customer Management menu (option 19) and on the TeleService Call Management menu (option 36).  In addition, there is a button on the Order Entry Totals screen.  
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Foreign Currency Support for Purchasing
Foreign Currency support has been available in various aspects of ARC/400 including customer orders, invoicing, and royalties.  Now, this support is added for purchasing and purchase orders.  

One can identify a vendor with the preferred foreign currency.  All purchase orders will be created using the foreign currency.  Purchase orders are printed with the foreign currency.  Vendor invoices will create AP vouchers in the proper currency.  All matching of vendor invoice lines to receipts are done in the foreign currency.  However, all internal accounting will use the Home Currency to maintain straight forward and accurate accounting.  For more information, see the attached description and instructions for  “Foreign Currency Support in ARC/400 Purchase Orders”.
Preview/Rental Dunning E-mail Feature

The ARC/400 e-mail dunning operates similarly to paper dunning, except it is fully automated.  One can establish from 1 to 3 letters in a sequence with increasing demands per letter.  One can attach a Pro Forma invoice to the e-mail for the full purchase price of the items not yet returned.

Rationale

The dunning process is another way to maintain contact with your customers.  Use dunning in addition to any sales or service contacts.  Generally, the more contact (good and bad) that you have with your customers, the better will be your results with them.

Even if you do not care if preview or rental items are returned, it makes good business sense to implement a dunning procedure.  It can cause items that should be returned to be returned.  It can cause the payment for items that are lost.  

I nothing else, the dunning process tells your customers that you consider your materials to be valuable and desired.  It tells your customers that you care!
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From: 8 Dale Jessen [iaycos@cacorp.com] Sent:  Thu 7/21/2005 436 PM
To:  Jessie Cosentino

ca

Subject: PreviewRenta Late Retum Notification

Attachments: T 145750_000005_QINVPRT_07212005_000001PDF (140 K8)

Dear Jessie:
Our records indicate that you have neither purchased nor returned the following item(s) as we were

expecting. If you believe that thisis an error on our part, please contact us so that we may correct our
records. However, i you still have our merchandise, Please let us know your intentions

Quantity Product Number  Price  Product Name
1 0000003 VHS  200.00 GOLDENEYE

1 0000003 GUID ot available GOLDFINGER

T am ready to assist you in this matter. Please call me at 1-773-693-0750 x11234.





Feature Summary

The e-mail feature will create html e-mails so you can easily make changes, add your logo, link to your web site, add graphics, and everything else that can be done in html.

The above is a sample.  You can change the text to whatever is needed.  ARC/400 will personalize the email by adding information about the sender, the recipient and the items being dunned.  

Note in the above example that there is an attachment.  This is a Pro Forma invoice for the items in the email list.  One can decide to send the invoice on any or all of the three letters in the dunning sequence.

No Effort by Anyone
The older paper based dunning was somewhat troublesome because someone had to deal with the paper letters and sending the letters through the post.  The email option eliminates these manual efforts.  Once setup, the dunning occurs automatically.

Setting up your letters

There are three letters provided by Computer Analytics.  All are meant to be changed by you.  The three letters are: PRVDUNN1.html, PRVDUNN2.html, and PRVDUNN3.html.  One can open these in WordPad and make simple changes.  One can use an html editor; we recommend Nvu.  Go to www.nvu.com to download this Open Source (free) editor.
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Our records indicate that you have neither purchased nor recurned the following item(s) as we were
expecting. If you believe cthat this is an error on our part, please contact us o That we may
correct our records. However, if you still have our merchandise, Please let us know your
intentions. </br> <br>

<tables> </br></br>

I am ready to assist you in cthis matter. Please call me at <userphome>. </br></br>
</br></pr>

<username></br>

<usercitles</br>





The above is a WordPad display for the first sample PRVDUNN1.html.  ARC/400 makes substitutions for fields named with brackets, such as <greetings>.  For a complete list of substitution fields, see the ARC/400 User Manual, Chapter 7, “Merge Field Codes for Preview Dunning Letters”.  The <tables> code is unique to the e-mail feature and causes the substitution of the list of products, prices, etc.  Compare this html file with the sample e-mail.

Sample html files can be obtained by downloading the ArcPcServer Sample Word Templates file from the Resources page on the ARC/400 web site.  Go to http://www.arc400.com/resources.jsp.
Pro Forma Invoicing

With the e-mail feature, it is very easy to add a Pro Forma invoice to a dunning letter.  Often, the invoice will only be included in a follow up e-mail after one or more attempts to request the items to be returned.  

The Pro Forma invoice is added by ARC/400 to the other Pro Forma invoices which can be worked with on the Accounting menu.  

Diary Entry

Each dunning letter will cause a diary entry to be created for the contact.  This will be used to communicate with all involved about the dunning attempt.  This is a wonderful feature in providing later customer service.

What if No E-mail Address?

The e-mail dunning feature works in conjunction with the paper dunning process.  If the paper process is turned on (see the control of the dunning process), ARC/400 will create a paper dunning notice if the user has no e-mail address.
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Control of the Dunning Process

One can control the dunning process by making changes to the Preview Transactions Control Fields.  

To activate the e-mail dunning feature, set the E-mail Letters question to Y (yes).  Then, the dunning letters must be added to the //ServerName/arc400user/PreviewDunning/ folder on the ARC/400 server.  The names of the letters are determined from the above screen in the First Dunning Letter field, etc.  The suffix must be .html.  

The dunning notice can be sent from the assigned sales person.  Set the “Use sales name as FROM user” to Y (yes) to cause ARC/400 to do a sales assignment lookup to determine the Originator of each dunning e-mail.  If you do not want to use the assigned sales person OR the system can not determine the assigned sales person, the Originator of the e-mail will be determined using the “Default FROM User” as specified on the control screen.

In the above example, there are three dunning notices.  The first one will be sent 1 day after the Expected Back date for the item.  The second one will be sent 5 days thereafter.  The third one will be sent 10 days thereafter.  You can set these days to whatever makes the best sense for your organization.  

UPS Weight Based Shipping Fees

ARC/400 can calculate Shipping Fees for orders and invoices based upon several different business rules.  Now, in addition, ARC/400 has added the capability to calculate UPS weight based shipping fees which will closely approximate the shipping fees calculated by UPS.  

Currently, ARC/400 supports shipping fees for US locations shipping to the continental USA, and for Canadian locations shipping to Canada and the continental USA.  The classes of service supported are:  Ground, Express, Express Early AM, Express Saver, Expedited, Standard, Next Day Air, Next Day Air Early am, Next Day Air Saver, 2nd Day Air am, 2nd Day Air, and 3 Day Select.  Not all of these classes of service are available in any one location.  

Basic UPS Weight Based Method of Billing

UPS bills for its shipping service using a Zone table and a Rate table.  First, calculate the zone based upon the Shipping Location zip/post code and the Destination zip/post code.  Then, along with the class of service (such as Next Day Early am delivery) and the weight of the package, the approximate amount of the UPS shipping fee can be determined from the Rate table.

In addition to the above, there are a host of additional fees, surcharges, and service charges that can apply.  For example, there is an additional cost for Saturday Delivery, Signature Required, and Residential Delivery.  If the destination is within a list of “high cost” zip/post codes, a delivery area surcharge will apply.  

ARC/400 will calculate the shipping fee based on all of the above. 

There are a host of other fees that can be added to the shipping bill by UPS which are mostly unknown when the package is shipped.  For example, there are pickup fees, weekly service charges, address correction fees, etc.  Most of these are identified in the “accessorials” file (USA only) which is described below; or contact UPS for additional information.
Example of updating data files in ARC/400

It is critical that the data files in the ARC/400 be up to date in order to calculate the correct pricing for shipping fees.  All necessary data is found on the ups.com web site.  Because UPS can change their web site at any time, these procedures may vary over time.   The main objective is to download the “Zone” files, the “Rates” files, and Delivery Area Surcharge files.

From the UPS home page, click on Shipping. Under the heading of “Calculate Time and Cost”, click on “View Zone and Rate Charts”.  

US Only:  Click on “2005 Zones and Rates within the U.S. and to Puerto Rico”.  It asks if you are billed a weekly service charge; say YES because this is the only place to download the rate data.  On this page, download All Zone Charts in PC format and download All Rate Charts in PC format.  Save to your desktop. This will save two zip files named:  uszones.exe and usrates.exe.  

Canada Only:  Click on each of the “2005 Rates for Shipping and Importing” and “2005 Zones for Shipping and Importing”.  Use the Download Rate Chart and Download Zone Charts options.  Save to your desktop.  This will save the two zip files named zones.zip and rates.zip .  Also, on the Rates page, download the Domestic Extended Area Delivery Surcharge file to save the domeas.csv file.  
These are self extracting zip files.  Run your zip program (we recommend WinZip) and extract to the ARC/400 server.  For example, extract or save all files to //S10AD9FE/ARC400USER/UPS.  Change the user library name to another name that might apply to you.  All files must be within the UPS subdirectory.  

Once the data files are located in the proper directory, go to the ARC/400 Systems Administrator menu and run option 7A Extract UPS Zones & Rates to ARC400.  

Non-Automated Updating Tasks

There is some additional information that can be optionally added to ARC/400.  For example, in the usrates.zip file, there is a “accessorials.csv” file that contains surcharges and optional features billing information (US Only).  It is suggested that this be printed.  

                    Table File Maintenance - Display Screen  13:32:38   7/12/05 

                             Display Mode                                       

                     UPS Classes of Service Codes                               

              Table ID . . . 978                                                

      UPS Class of Service.  G_________  Expiration_Date: ________              

              Description. . Ground____________________________                 

             Values for UPS Weight Based Shipping Fee Calculations              

                      Residential Delivery...... _____1.50                      

                      Delivery Area Surcharge...                                

                                    Residential: _____2.00                      

                                     Commercial: _____1.25                      

                      Saturday Delivery......... ____12.50                      

                      Signature Required........ _____2.00                      

                      ARC/400 Multiplier Percent ___110.00                      

                      ARC/400 Add-on Fee........ _____5.00                      

    List Mode    Change Mode                                  Previous    Next  

                                  Exit    Search Screen                         

The above is one entry in the table 978, UPS Class of Service Codes table.  The class of service is UPS’s way of identifying a particular service.  The description must not be changed.  

The values on the bottom of the page will show some extra billing amounts that will be added on to the bill by UPS.  For example, UPS will add an amount ($1.50 in this example) to any residential delivery.  There are also certain zip codes that are considered to be “high cost” areas which will have a surcharge added by UPS.  Additional services such as Saturday Delivery and Signature Required are extra cost services.

Enter the proper amounts to the Classes of Service that apply to you.  ARC/400 will then add the amounts as will be done by UPS.

ARC/400 Add On Fees Feature

ARC/400 can bill your customer for the calculated UPS weight based shipping amount or can adjust this amount in two ways.

The ARC/400 Multiplier Percentage is a way to increase (or decrease) the billed shipping fee by a percentage.  For example, it may be your policy to add 20% onto all calculated shipping fees to cover other costs and handling.  In this case, use a multiplier of 120%.  Leaving the multiplier blank will cause the multiplier to be set to 100% which bills the customer for the calculated UPS fee.

The ARC/400 Add-On Fee is a monetary amount that is added onto each calculated shipping fee amount.  So, if this amount was set to US$5 and the calculated UPS fee was 4.82 then the billed amount will be $9.92.

If the ARC/400 Multiplier Percentage is used along with the ARC/400 Add-On Fee, the multiplier will be calculating first and the add-on fee added last.  The multiplier will not affect the Add-On fee.  

ARC/400 Shipping Method Table

The shipping method in ARC/400 is the driving force behind all shipping fee calculations.  It is very important that the proper Carrier Interface and the proper Class of Service code be attached to all shipping methods.  Otherwise, ARC/400 will not be able to calculate UPS Weight Based Shipping Fees.

                    Table File Maintenance - Display Screen  13:43:28   7/12/05 

                             Display Mode                                       

                     Shipping Method (Carrier Code)                             

              Table ID . . . 036                                                

              Code Value . . UPS_______  Expiration_Date: ________              

              Description. . UPS Ground________________________                 

           Default_Carrier:  UPS_______                                         

         Carrier Interface:  UPS_______                                         

          Class of Service:  G_                                                 

    List Mode    Change Mode                                  Previous    Next  

                                  Exit    Search Screen                         

The above is an entry in table 036 Shipping Methods.  If you are using UPS WorldShip then this table is likely already setup.  The important points are the “Carrier Interface” and the “Class of Service”.  Enter UPS into the carrier interface and then use a ? in the class of service field to get a list of valid codes.  Update all shipping methods that will be using the UPS Weight Based Shipping Fee calculations whether or not you are using WorldShip.

Determining the Weight of a Package

ARC/400 calculates the weight of a package during order entry so there is no scale used in these calculations.  Therefore, one needs to inform ARC/400 how much certain items weigh.

The easiest way to determine the weight of an item is based upon a format/extension code. For example, if you are shipping VHS tapes, one can set the default VHS tape weight in the 828 Extension Table.  Once set here, this weight will be used to calculate the weight of VHS tapes.  

For products that do not follow the normal weights as would be entered into the 828 Extension Table, one can set the weight in the Product Extension screen.  This could be a lot of data entry; therefore, if the weight is standardized by the extension code then the 828 Extension Table entries are the best method to use.  Then, use the Product Extension screen for the exceptions.

Notes

1. The download files are the published rates of UPS.  These rates may or may not apply to you exactly.  Rates are specifically for accounts with billed weekly pickup service.  Consider all calculations to be approximate.

2. UPS cautions that all rates do not include any Fuel Surcharge.  This additional charge is not included in any rate calculation by ARC/400.

3. Certain classes of service are not available to some locations.  In these cases, UPS provides no rate information.  Therefore, ARC/400 does not calculate a shipping fee in these cases.  

4. The UPS Weight Based Shipping Fees represent just one business rule of several rules that can be applied to customer billed shipping fees. All of the features, rules and limitations of ARC/400 Shipping Fees will apply to this new business rule.
Foreign Currency Support in ARC/400 Purchase Orders

Purchase orders to your vendors or suppliers can be created with ARC/400.  These purchase orders may be manually created by a purchasing clerk or may be created automatically by ARC/400.  In both cases, you have considerable control and the assurance of accuracy in the recorded information.

The change in this version of ARC/400 is to include the support for entering foreign currency amounts into ARC/400 and to have ARC/400 process the transactions with the same level of control and accuracy.  The following instructions primarily address the Foreign Currency support, but also act as an overview of the Purchasing System in general.

· All vendor and suppliers must be so recognized in ARC/400.  First, enter the organization and contacts as you would do for a regular customer.  It may be convenient to give the location an Organization Type of VEND but this is not a requirement.  Then, set the location as a “vendor” using the Vendor Information Maintenance on the Purchasing Menu.  

· The Vendor Information screen includes a “Currency Symbol”.  Set to the proper value.  This is the control for all purchase orders for this vendor.  This value should be set one time and all activity for the vendor should use the one currency.  If you have vendors that will be handled with multiple currencies, setup one vendor number for each currency.

· For vendors that will be drop shipping product:

· There should be a specific Drop Ship Warehouse code established and the Vendor Information screen will need this code properly entered.

· One enters the pricing rules in the Producer Price Agreements screen on the Purchasing Menu.  One can enter either a percentage of the selling price or a given amount.  The amount needs to be entered into the vendor’s stated currency denomination.  The screens will clearly identify the currency for the entry user.

· When a customer order is entered for the drop ship warehouse code, ARC/400 creates a Drop Ship purchase order in the currency denomination of the vendor, regardless of the currency setup in the customer order.  Once the customer invoicing is complete, the purchase order will be completed and recognized as any valid purchase order in the system.

· If the vendor is setup for direct purchasing which will be entered into your local warehouse, one enters the pricing rules in the Vendor Price Agreements screen on the Purchasing Menu.  The amounts need to be entered into the vendor’s stated currency denomination.  The screens will clearly identify the currency for the entry user.

· ARC/400 needs to know what vendors will be supplying which products.  The product extension screen, screen 2, will identify the vendor number.  If this number is not filled in, ARC/400 will use the default vendor number (if any) on the Company Control File, Purchasing Parameters screen.  Although one can manually enter any product on any purchase order to any vendor, the entry of the vendor numbers into ARC/400 is necessary for any automated creation of purchase orders (which is highly recommended).

· Automated Purchase Orders using the PO Build on the Purchasing Menu:

· ARC/400 will determine the purchasing requirements of each product based upon current customer orders, warehouse levels, minimum stock levels, and other values.  

· The purchasing clerk will use the PO Build to create suggested purchase orders for each vendor.  This will create “not approved” purchase orders in the system.  The clerk will review each and approve the purchase orders that should be sent to the vendor.  These may be directly e-mailed from the Purchase Order Search and List screen.

· The purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Manual Purchase Orders:

· A manual purchase order can be created at any time using the Purchase Order Entry screens.  This is useful for creating any purchase order for products and items that do not follow the normal rules established for the product.

· The purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Warehouse Products and Sundry Items

· Automated purchase orders can be created only for items in your product records.

· Sundry items can be any item outside the product data base such as Office Supplies or anything else.  

· In both of these cases, the purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Accounting

· All internal accounting in ARC/400 will use the Home Currency regardless of the currency setup for vendors and purchase orders.

· Currency conversion rates are set when the purchase order is initially created and will not change over the life of the purchase order.

· All purchase order reporting will use the Home Currency.

· It is important to maintain the correct currency conversion factors.  Do this for each foreign currency using the Exchange Rate Maintenance on the Accounting Menu or other menus.

· All receiving of product into warehouse stock will be accounted for in the Home Currency regardless of the currency in the Purchase Order.  So, if a purchase order was sent to a foreign vendor for 15.00 each, the receiving screen will show a different value depending upon the currency conversion.

· Matching Vendor Invoices to Receipts

· ARC/400 allows for one to match a vendor’s invoice to your receipts to be assured that costs are entered properly and that a vendor’s invoice is paid only once.  Note:  this matching process does not require receipts to be associated with a purchase order or even that the purchasing system be used at all.  

· All vendor Vouchers must be entered using the vendor’s currency.  The voucher contains only the product total, the shipping/freight amount, and any taxes.  Line items information is not entered.  Behind the scenes, these values will be converted to the Home Currency for any internal accounting.  Once the voucher is created, the currency denomination for the voucher can not change.

· The matching process begins with the selection of a vendor Voucher.  The purchasing clerk can list receipts based on a vendor number, a purchase order number, product number, and/or receipt date.  One finds the receipts that match to the line items on the vendor invoice.  

· Once the matching is complete, the products total on the voucher will agree with the selected receipts.  There are ways to deal with small discrepancies.  

· To facilitate the matching, the matching screen can operate in either the Home Currency Mode or the Vendor’s Currency Mode.  There is no accounting difference; this is provided to make it easier to make selections.  

· All uploading of data to an external AP system will be completed in the Home Currency.

· Warning:  all receipts are maintained in the system using the Home Currency values.  We are maintaining the exchange rates for receipts but not all receipts will necessarily be attached to a PO.  Even so, a particular vendor invoice may apply to receipts that have different exchange rates.  So, it is possible that you will be unable to Post because of currency fluctuations.  This is resolved either by changing the Voucher amounts or by adding a miscellaneous receipt entry to account for the difference.  This problem will likely exist only in times of wide currency fluctuations.

· Rounding Errors:  it is possible for rounding errors to exist which will show up as different values than what was entered.  This will primarily apply to items where the cost was entered to 3 or 4 decimal places.  For example, an item’s cost in a purchase order might have been 4.1234 US Dollars.  This will be converted to the Home Currency for internal accounting and cost of goods.  When later matched against the vendor’s invoice, it may be converted back to the vendor’s currency and show a value of 4.1235.  The magnitude of these rounding errors will depend upon the variance between the vendor’s currency and the home currency.

Customized Purchasing Forms:  it is common for ARC/400 clients to have custom versions of the Packing List and the Purchase Order forms.  The programming for these has slightly changed.  These changes need to be applied in order for Foreign Currency to properly display on these forms.  Although this will need to be completed by Computer Analytics, there is no charge for this.  
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