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Chapter 12  File Maintenance

The ARC/400 system provides a number of files which will control how the system operates.  For the most part, these files are not changed frequently.  However, some can be depending upon your operations.

File maintenance should be a function that is performed be your supervisor personnel or other administrative personnel.  Do not make this a general function where everyone is changing these system files.

The method of maintaining system files is exactly the same for all files.  Therefore, the sections that follow include one Generic File Maintenance procedure that applies to all file maintenance situations (when you learn this once, you know how to maintain all files).  Additional sections are included for each file with its specific rules and information.

Chapter 12
File Maintenance
12-1
Generic File Maintenance Procedures
12-4
General Concept
12-4
Add, Change and Display Modes
12-4
The Search Screen
12-5
Detail Record Screen
12-6
List Screen
12-7
The Add Screen
12-8
Duplicate Keys Error
12-8
Code Table File Maintenance
12-8
The Table ID Record in the Table of Contents
12-9
Table Code Value Record
12-9
Displaying Tables From Any Menu or Screen
12-10
Displaying and Retrieving Code Values For Selected Input Fields
12-11
Expiration Dates and Code Table Validations
12-11
Maintaining Code Values For Selected Input Fields (Using the @ Symbol)
12-11
Security For System Control Tables
12-11
Special Tables Linking Other Files To Table Inquiry
12-12
List of tables
12-12
Special Tables With Additional Data Fields
12-12
Country Codes (001)
12-14
Tele-Marketing Call Back Option Codes (007)
12-14
Tele-Marketing Call Back Result Codes (009)
12-15
Security Class Table (011)
12-16
Time Zone Offset Table (019)
12-16
Shipping Method and Carrier Codes (036)
12-17
Sales Division Code (040)
12-18
Letter Enclosure Codes (050)
12-19
AR Payment Terms Codes (054)
12-20
Bank Codes for AR Deposits (055)
12-21
AR Adjustment Codes and Corresponding GL Numbers (056)
12-21
Inventory Adjustment Codes (059)
12-22
Currency Symbols (066)
12-22
Royalty Type Codes (067)
12-23
GL Overrides by Sales Division Table (071)
12-23
Sales Division Defaults for Credit Card and Point of Sale (POS)  (073)
12-23
Version Table (801)
12-24
Post Shipment Label Print Device (812)
12-25
General Ledger Account Number Indexes (820)
12-26
Extension/Format Codes (828)
12-27
Location, Contact, Product, and  Product Extension User Tags (890, 891, 892, 893)
12-28
Customer Order Type Codes (901)
12-28
Customer Order Line Type Codes (902)
12-29
Marketing History File Selections (922)
12-31
Warehouse Restrictions by Sales Division (957)
12-31
UPS Classes of Service Codes (978)
12-32
Endicia Class of Service Codes (996)
12-32
Sales Person Master Maintenance
12-33
A Sales Person Who is also a System User (e.g. tele-marketing representative)
12-34
A Sales Person Who is Not a System User (e.g. a field marketing representative)
12-34
Sales People And the Sales Territory Assignment Files
12-34
Status Codes
12-35
Deleting Sales Person Master Records
12-35
Sales People In Multiple Sales Divisions
12-35
Sales Territory Maintenance
12-35
Assigned Accounts Only
12-35
Specifying Territories by Geography
12-36
Industry Code Options
12-37
Alpha Split Option
12-37
Option to Ignore Sales Division for Sales Assignments
12-38
Powerful Generic Values Minimize Data Entry
12-38
Sales Territory Reports
12-39
Sales Territory Override Maintenance
12-39
Sales Tax Maintenance
12-40
Sales Tax Processing Overview
12-41
Multiple Taxing Jurisdictions
12-41
Monthly Sales Tax by State Report
12-41
The Detail Tax Record
12-42
The Sales Tax Maintenance Screens
12-43
The Country/Zip-Post Range Sales Tax Calculation Method Screen
12-43
The Country/State/County/Zip Sales Tax Calculation Method Screen
12-43
List Price Maintenance
12-44
The Detail List Price Record
12-44
Powerful Generic Values Minimize Data Entry
12-45
Examples of Setting Up List Prices
12-45
Line Types Which Use Sale (SL Type) Line Type Prices
12-46
Effective Dates
12-46
List Price Inquiry
12-46
List Price Selection
12-47
Price List Clone Feature
12-47
Promotional Price Maintenance
12-48
The Detail Promotional Price Record
12-49
Linking a Promotional Price to a Marketing Campaign
12-49
How Does Promotional Pricing Affect Order Entry
12-49
Powerful Generic Values Minimize Data Entry
12-49
Examples of Setting Up Promotional Prices
12-50
Promotional Prices and List Prices
12-50
Quantity Discount Maintenance
12-50
Line Level Quantity Discounts
12-52
Order Level Quantity Discounts
12-52
Maximum vs. Additive Discounts
12-53
Powerful Generic Values Minimize Data Entry
12-53
Examples of Setting Up Line Quantity Discounts
12-54
Line Item Discount Control
12-54
Order Entry Rules
12-55
Shipping Delay Maintenance
12-55
The Shipping Delay Record
12-55
System Default Shipping Delay Days
12-56
Users Priveleges and Properties Maintenance
12-56
The User Screen
12-56
Deleting User File Records
12-60
Creating Call Queues Not Associated With A Person
12-60
Work Days Calendar Maintenance
12-60
  Generic File Maintenance Procedures

All file maintenance programs operate exactly the same way.  These procedures provide the generic instructions for usage.  Procedures for individual file maintenance programs will specify other instructions which might be specific to one program.

File maintenance is a method for adding, changing and deleting records from a variety of control files.  These instructions are consistent among all file maintenance programs.  The screens available with file maintenance are:

	Search Screen
	Enter a starting key value to position to the record in the file according to its sort sequence.  Leave search fields blank to move to the beginning of the file.

	Add New Record Screen
	Specify fields which will be entered for a new record in the file.

	Detail Entry Screen
	Displays the current fields in a record and, optionally, allows changes to these fields.

	List Screen
	Displays 18 records in the file on one screen for an overall look at the file. 


  General Concept

A file consists of a number of records in a specific order.  There is a beginning, an end, and records in between.  

The sort sequence of the file is usually the same as the fields on the search screen.  You can see this by pressing Find Item from the search screen leaving all fields blank.  This brings you to the first record in the file.  Then press the roll (page up/down) key to move forward and backwards through the file.  You will see the records usually change in alphabetic sequence.

The best way to view the file is using List Mode.  From the search screen, leave the search fields blank and press List Items to display a page full of records in the file.  You can page down for more records and page back up again.  When you see the record that needs detail attention, enter a "1" to display the record.  Or use "3" to clone a record into a new record.   

After every add, change and delete, you will receive a message with the results of the change: "Record Successfully Updated".

To move back to the search screen, press Search Screen.  To end the program, press Exit at any time.

  Add, Change and Display Modes

Add mode is the only method of adding new records to the file.  Enter add mode either by pressing Add New Record from the Search Screen or by using option "3" from the List Screen to copy to a new record.

When in add mode, enter the fields according to the rules for that file.  Press Add Record to accept and write a new record to the file.  Any error messages will be displayed.

Display mode applies to the detail record screen where the file fields are displayed but no changes or deletions are allowed.  Press Change Mode to go to Change Mode for this record.

Change mode allows the change and deletion of records in the file.  Make any necessary changes and press Make Change to make the change to the file.  Press Search Screen, Previous or Next to cancel any changes made without changing the file.

Deletions are allowed only from the detail record screen while in change mode.  Press Delete to delete a record.  A confirmation message will be displayed for every deletion to confirm your intentions.

  The Search Screen

                   List Price Maintenance - Search Screen    10:24:40   4/18/02 

      Specify starting key values or leave blanks for first item in table 

      then press FIND ITEM to display item or LIST ITEMS to display a list

                         Price List. . . .  ____                                    

                         Organization_Type  ____                                    

                         Product . . . . .  _______________                                    

     List Items    Add New Record    Product Search                              

                                                  Exit    Find Item      
The search screen is the first screen viewed upon entry into any file maintenance program.  You specify the starting key values within the file where you want to start your file maintenance.

The starting key values are used only to point at a particular point within the sort sequence of the file.  These fields are seldom specified completely.  Usually, one would start at the beginning of the file.  If the file is big, specify a starting value for one or two of the fields.  If there is no exact match within the data base, the next record after your starting values are displayed.

To  view the beginning of the file, leave all fields blank and press List Items or Find Item.

To add a new record, press Add New Record.

  Detail Record Screen

                  List Price Maintenance - Detail Screen     10:26:37   4/18/02 

                             Display Mode                                       

              Price List Code . ____  (price list may also be a sales division) 

              Organization_Type ____                                            

              Product . . . . . ABOUT1_________ 

                                T WORKING WITH VDU'S DISK 0122132       

              Version . . . . . __                                              

              Extension . . . . DIS_                                            

              Line Type . . . . PV                                              

              List Price. . . . ____22.00  Extra_Day: _______.00                

              Rental/Loan Days. __5                                             

              Effective Start . ________  End . . ________                      

         Last Maint Date: 09/28/98     Last Maint User ID: JOHNSON       

  List Mode                      Change Mode                Previous    Next
                            Exit    Search Screen                      

The detail record screen displays all the fields in the record.  If you are in change mode, all fields including the key fields can be changed.  In display mode, no changes are allowed.

If in display mode, press Change Mode to move to change mode.  If in change mode, press Display Mode to move to display mode.  From either mode, press List Mode to cancel any pending changes and move to the List Screen.

Validation of all changes will take place.  Error messages will be displayed when the enter key is pressed or Make Change is pressed.  Make any necessary changes and press Make_Change to effect the change.

Next and Previous to cancel any pending changes and move to the next or previous record in the file.  When at the end of the file, the page down key will move to the beginning of the file.  When at the beginning of the file, the page up key will move to the end of the file.  

  List Screen

                    List Price Maintenance - List Screen     10:28:52   4/18/02 

Sel List  OrgT  Product _______  Tp    Price  Days    start       end           

 _              ABOUT1 DIS       PV      22.00   5                              

 _              ABOUT1 DIS       SL     295.00                                  

 _              ABOUT2 DIS       SL     295.00                                  

 _              ABOUT3 DIS       SL     295.00                                  

 _              AGG1 VPK         RT     165.00   2   01/25/99   05/26/99        

 _              AGG1 VPK         SL     595.00                                  

 _              AGREE CDK        RT     195.00   2                              

 _              AGREE CDK        SL     995.00                                  

 _              AGREE VPK        RT     165.00   2                              

 _              AGREE VPK        SL     895.00                                  

 _              AINTC1 CDK       RT     195.00   2                              

 _              AINTC1 CDK       SL   1,295.00                                  

 _              AINT1 VHN        PV      20.00   5                              

 _              AINT1 VPK        RT     165.00   2                              

 _              AINT1 VPK        SL     895.00                                  

 _              AINT1 EL VHP     RT     145.00   2                              

 _              AINT1 EL VHP     SL     875.00                                  

 _              AINT1 ES VPK     RT     145.00   2                            + 

          Select:  1=Display  3=Copy_to_New_Record                             

  Fold                                          Exit    Search Screen      

This screen gives a overall view of the file by displaying up to 18 records at once on one screen.  A list of records starting with the record displayed in the detail record screen is presented, one line per record.  The list screen is activated from the detail record screen.  Only certain fields are displayed.

This screen is useful when adding new records where the new record can be substantially cloned from another record.  Use the "3" Copy To New Record feature to take the contents of the selected record and move to add mode with all the fields filled in.  Then change the fields necessary and press Add New Record.  

Some files will display records in a two lines per record format.  Use Fold to toggle back and forth between a one line per item display and a multiple lines per item display.  If the file does not support a new line display, you will get a message: Not Able to Display the Record in Truncated Format.

  The Add Screen

                  List Price Maintenance - Detail Screen     10:33:07   4/18/02 

                              Add Mode                                          

              Price List Code . ____  (price list may also be a sales division) 

              Organization_Type ____                                            

              Product . . . . . _______________    

              Version . . . . . __                                              

              Extension . . . . ____                                            

              Line Type . . . . __                                              

              List Price. . . . ______.00  Extra_Day: _______.00                

              Rental/Loan Days. ___                                             

              Effective Start . ________  End . . ________                      

              Product Search                                                 

                          Exit    Search Screen    Add New Record      

The add screen is exactly the same as the detail record screen, but one is placed into add mode.  Enter fields and press Add New Record.

  Duplicate Keys Error

It is not always obvious when a duplicate key will be detected and the new record will not be added or changed.  In these cases, you will obtain a "duplicate record key ..." message.  The record will not be added or changed.  You will need to make changes to the record before the add or change will be allowed.  It is suggested that you view the file to determine why the duplicate key error was presented before proceeding.  You may have a logic error in either the new record or a previously entered record.

  Code Table File Maintenance

The code table file in ARC/400 is one of the most important files in customizing ARC/400 to your specific requirements.  This file should only be updated by authorized personnel who are familiar with the code tables which are added, changed and/or deleted.  Changes to code tables will have a dramatic affect on the operation of ARC/400.

Code table file maintenance uses the procedures found in Generic File Maintenance procedures.  See those procedures for more information.

The code table file consists of many individual tables which have specific purposes.  Each code table has a table ID record and potentially many code table value records.

  The Table ID Record in the Table of Contents

All code tables have a table ID record.  It includes the name of the table and certain control values.

	Table ID
	All table ID records have a "000" in the table ID field signifying that this record is a table ID record.  The group of table ID records make up the table of contents for table file maintenance.

	Code Value
	All table ID records use the code value field to enter the 3 character table ID.  This value is unique to this table and can not be duplicated with another table.

	Description
	The text used to describe the table in displays and reports.

	Upper Case
	Specify “Y” or “N”.  If “Y”, all code values for the table being defined will be changed to upper case after entry.  This assures a consistent case value to all code values.  If “N”, lower case is accepted.  Note that all tables are case sensitive so that an field entry in lower case will only match a table value in lower case.  Unless otherwise required, “Y” for upper case only is recommended.

	Hide on (Code Table) Inquiry
	Specify “Y” or “N”.  If “Y”, the table will not be displayed with a CodeTables or Codes  table inquiry.  “Y” is recommended for tables that have no useful value for users to view.  “N” is recommended for most tables where a user inquiry is desired.  

	Sort
	Establishes the starting sort sequence when the table is displayed.  The two options are a) sort by code value, and b) sort by description.  Default is sort by code value.

	Length
	Specifies the maximum length of the code values for each table code value record.  This value may range from 1 to 10 and must be specified.

	Secured Table
	Specify “Y” or “N”.  If “Y”, only the system administrator (as defined in the company control file) can change or delete the table.  Only the system administrator is able to change the security value.  If “N”, no security exists.

	Ext (extension record)
	Specify “Y” or “N” to signify if the 200 position extension record (TABLEXT) is applicable to this table.  Most of the time, this value is set to “N”.  


  Table Code Value Record

Each table can have zero, one or more code values.  Each code value has one code value record consisting of the following:

	Table ID
	Specify the table ID for the table which this code value is a part of.

	Code Value
	Specify the code value.  

	Description
	The text used to describe the code value in displays and reports.

	Expiration Date
	If the expiration date is entered, the code value will no longer be displayed in a table lookup anymore.  In addition, the code value will not be accepted for any new entry.  However, it will continue to be accepted for older items where this value did not change.

Setting the expiration date is the preferred way of expiring a code value as compared with deleting the code value.  If one were to delete the code value, any older entries will be displayed as an error even if the code value did not change.  

	Data
	Some tables have data values associated with them.  These are entered as separate fields on the display.  See Special Tables later in this section.


  Displaying Tables From Any Menu or Screen

Code table inquiry can be accessed by using F1, CodeTable or Codes from any menu or screen.  This will display a window of code tables.  Use the Roll keys to move from one screen to another.  Use the “Go To” field to enter a table ID and move immediately to the page where that table ID is located.

000       ARC/400 DISTRIBUTION SYSTEM CODES INQUIRY          

  Go To Code: __________    Exit    Cancel    PgUp    PgDn   

                  1=Select                                   

 Sel  Code      Description__________________________________                                  

    _ CMP        Campaign/Source of Order Codes                 

    _ REP        List of Sales People                           

    _ USR        List of System Users                           

    _ WSE        Warehouse Locations                            

    _ 001        Country Abbreviations                          

    _ 009        Telemarketing Call Back Result Codes           

    _ 010        Department Codes                               

    _ 011        Security Class Codes                           

    _ 012        CUSTOMER (TMBUILD) - Field Definitions         

    _ 013        CALL RESULTS (TMBUILD2) - Field Definitions    

    _ 014        SALES HISTORY (TMBUILD3) - Field Definitions   

    _ 015        COLLECTIONS (TMBUILD6) - Field Definitions     

    _ 016        CLUB MEMBER (TMBUILD7) - Field Definitions     

    _ 017        Customer Tag (TMBUILD5) - Field Definitions    

    _ 018        Campaign Tag (TMBUILD9) - Field Definitions  + 

From this list, any table can be selected using “1=Select” causing the code values for that table to be displayed for your reference.

001                 Country Abbreviations                     

   Go To Code: __________    Exit    Cancel    PgUp    PgDn    

 1=Select 7=Details     Change Table    Sort by Code Value     

  Sel  Code      Description_________________________________                                   

   _ AD         ANDORRA                                         

   _ AE         UNITED ARAB EMIRATES                            

   _ AF         AFRICA                                          

   _ AFGH       AFGHANISTAN                                     

   _ AG         ANTIGUA                                         

   _ ALBA       ALBANIA                                         

   _ ALDE       ALDERNEY                                        

   _ ALGE       ALGERIA                                         

   _ AM         ARMENIA                                         

   _ ANDO       ANDORRA                                         

   _ AR         ARGENTINA                                       

   _ ARGE       ARGENTINA                                       

   _ ASTR       AUSTRALIA                                       

   _ AT         AUSTRIA                                         

   _ AU         AUSTRALIA                                     + 

Press Cancel to return to the list of tables window.  Press Exit to exit and return to the original screen.  For large tables, use the “Go To” field to enter a table code value and move immediately to the page where that table code value is located.

Use the 7=Details to view any underlying data that might be associated with the code value.  For example, if the sales person table were displayed, placing a 7 next to any given sales person name would display the Sales Person Master Display screen.

Use Change Table to enter into the maintenance program to change existing entries or to add new entries into the table.  This option is only available to those with Table Change authorization in the ARC/400 User File (Allow @ Table Changes).

Use Sort by Code Value if you feel that you will have an easier time finding the value that you want if you sort the list by the description vs. the code value.

  Displaying and Retrieving Code Values For Selected Input Fields

Code values can be displayed from selected input fields by placing a "?" anywhere in the field.  This causes a window to be displayed with all the valid code values for the table.  By selecting one of the code values by placing a "1" in the selection field, the value is automatically transferred into the input field.

  Expiration Dates and Code Table Validations

Most code table entries have an expiration date which will be used to make a code inactive and not viewable for user entry.  This is important because older records need to have expired codes in the table when those data records get validated.  But, new records or changes to old records should not use the expiration dates.

When a code needs to be removed, enter the expiration date of the code; no new entry of this code will be allowed.  It will not be displayed in any table lookup.

If you delete the code completely from the table, all record validations will cause the code to be in error including old records where the code has not changed in the record.

  Maintaining Code Values For Selected Input Fields (Using the @ Symbol)

Code values can be added and changed by authorized users by either placing a "@" anywhere in the field or by placing a “?” anywhere in the field then pressing Change Table.  This causes the Code Table Maintenance screens to be entered.  New fields can be entered for the same table and existing table entries can be changed.

Certain restrictions exist when entering the Table Maintenance screens in this way.  One can not add any new Table ID records.  One can not add or change a table other than the table represented by the input field.  

This option is available only to authorized users as determined by the User File in the Systems Administrator menu.  Set the “Allow @ Table Changes” to yes or no; if no value is entered, the default is No to not allow this privilege.

  Security For System Control Tables

Certain tables are not meant to be changed by ARC/400 users because they are integral to the correct operation of the system.  These files are maintained by authorized systems developers to cause a variety of options to be taken.

Such tables are maintained by the System Administrator of ARC/400 as defined in the Company Control File.

  Special Tables Linking Other Files To Table Inquiry

There are several Table ID records that do not have any code value records, but link into other ARC/400 files.  This feature allows the F1, CodeTables, Codes, and "?" inquiry functions to work with these files as if they were tables within the code table inquiry functions.  These are:


CMP     Campaign/Source of Order Codes

FYR
Fiscal Period Dates

MNU
Available Menu Options (applies only to the Call Management screen)


REP
Valid sales people in the sales person master file.


USR
Valid users in the users master file.


WSE
Valid warehouse codes in the warehouse master file.

  List of tables

A list of all tables can be displayed by pressing CodeTables from any menu.  

A list of tables can be displayed within the Code Table Maintenance screens by first positioning to the beginning of the file (press F7 from search screen with search values blank to obtain a list).  You will need to page down to see all values.  The list of tables concludes when the ID field is no longer "000".

  Special Tables With Additional Data Fields

Certain tables have additional fields which are displayed on the Detail Record screen.  These tables include these fields for additional options and control specific to those tables.  These are:


001
Country Codes


007
Tele-Marketing Call Back Option Codes


009
Tele-Marketing Call Back Result Codes


011
Security Class

019
Time Zone Offset Table


036
Shipper Carrier Codes


040
Sales Divisions


050
Letter Enclosure Codes


054
AR Payment Terms Codes


055
Bank Codes for AR Deposits


056
AR Adjustment Codes and Corresponding GL Numbers


059
Inventory Adjustment Codes


066
Currency Symbols


067
Royalty Type Codes


071
GL Overrides by Sales Division


073
Sales Division Defaults for Credit Card and POS


701
Reserved  ... not for general use.


716
Reserved  ... not for general use.


760
Reserved  ... not for general use.


762
Reserved  ... not for general use.


801 
Version table 


812
Post Ship Labels Print Queues


813
Reserved  ... not for general use.


814
Reserved  ... not for general use.


820
General Ledger Account Number Indexes


828
Extension/Format Codes


890
Customer Location User Tag Definitions


891
Contact User Tag Definitions


892
Product User Tag Definitions


893
Product Extension User Tag Definitions


901
Customer Order Type Codes


902
Customer Order Line Type Codes


922
Marketing History File Selections


957
Warehouse Restrictions by Sales Division 

978
UPS Classes of Service Codes

996
Endicia Class of Service Codes 

  Country Codes (001)

                   Table File Maintenance - Display Screen  12:26:11  12/07/98 

                             Display Mode                                       

                     Country Abbreviations                                      

              Table ID . . . 001                                                

            COUNTRY CODE   : ASTR______  Expiration_Date: ________              

              Description. . AUSTRALIA____________________________________      

                 EEC Member: _                                                  

           UK Royalty Control          

     Withholding Treaty Rate: ______         

 Withholding Non-Treaty Rate: ______         

          Withholding Exempt: _                                                                            

                                         Return                            

	EEC Member
	EEC Member specifies whether the country is part of the European Economic Community.  

	UK Royalty Control
	UK Only controls for automated calculation of Royalty withholding  amount.


  Tele-Marketing Call Back Option Codes (007)

                   Table File Maintenance - Display Screen  16:10:23   4/24/95 

                             Display Mode                                       

                     Telemarketing Call Back Option Codes                       

              Table ID . . . 007                                                

              Code Value . . 1D                                                 

              Description. . One Day______________________________              

            Work Days Flag:  W        {Use  W  for work days and blanks         

                                       for calendar days}                       

          Call Back Period:                                                     

                      Days:  __1                                                

                   Minutes:  __0                                                

                                         Return                            
This table is used to define the call back options which are used in the Tele-Service Schedule a Call Back screens.  These codes make it easier for the Tele-Service user in specifying the next call without determining a specific call back date.  The user enters the code and the system calculates the date based upon the call back values entered into this definition screen.

	Work Days Flag
	Enter a W for the system to calculate the date based only on work days rather than calendar days.

	Call Back Days
	Call back in this number of days.

	Call Back Minutes
	Call back in this number of minutes.


  Tele-Marketing Call Back Result Codes (009)

                    Table File Maintenance - Display Screen  10:09:58  10/31/94 

                             Display Mode                                       

                     Telemarketing Call Back Result Codes                       

              Table ID . . . 009                                                

              Code Value . . COLD                                               

              Description. . INTRODUCTORY COLD CALL_______________________      

           Count As:                                                            

               Contact Made: Y                                                  

                  Call Made: Y                                                  

                Sale Result: N                                                  

             Preview Result: N                                                  

                Dead Result: N                                                  

         Create Diary Entry: N                                                  

                                         Return                            
The Tele-Service Call Back Result Codes are defined in this table including the characteristics of the result code.  When the result code is entered, certain statistics are captured for the Tele-Service statistics report and other reports.  These fields are:

	Contact Made
	The entry is counted as having had contact made with the person being called.

	Call Made
	The entry is counted as having made a telephone call.  Some call results may be entered without a call being made such as “rescheduling a call for a later date”.

	Sale Result
	Count the entry as a sale was made during the call.

	Preview Result
	Count the entry as a preview was made during the call.

	Dead Result
	Count the entry as a “dead” result which means that the attempt can be abandoned without any hope for a sale.

	Create Diary Entry
	Specify “Y” or “N”.  If “Y”, a diary entry is automatically entered.  It will read “ARC/400 Msg:  the result code and the date”.  This diary message will be appended to any “user entered” diary comments entered, if any.


  Security Class Table (011)

                    Table File Maintenance - Display Screen  17:16:08  11/26/03 

                             Display Mode                                       

                     Security Class Codes                                       

          Table ID . . . 011                                                    

          Code Value . . ACC_______ Expiration_Date: ________                           

          Description. . Accounting                                             

          Allow Change of Protected Fields: N                                   

              Access Confidential Accounts: Y                                                                  

    List Mode    Change Mode                                  Previous    Next  

                                  Exit    Search Screen                     

	Allow Change of Protected Fields
	Specify if the members of this security group are allowed to change protected fields in the Customer Location, Contact, Product Title, and Product Extension screens.  The setting (Change Protected Fields) in the user’s User File will override this value if the User File value is specifically set to either Y or N. 

	Access Confidential Accounts
	Specify if the members of this security group are allowed to access confidential accounts.  The setting (Access Confidential Accounts) in the user’s User File will override this value if the User File value is specifically set to either Y or N.

Confidential Accounts are determined based upon the value in the Confidentiality Control in the Company Control File, ARC/400 Control Fields.  


  Time Zone Offset Table (019)

                   Table File Maintenance - Display Screen  13:24:56   8/15/96 

                             Display Mode                                       

                     Time Zones                                                 

              Table ID . . . 019                                                

              Code Value . . CST                                                

              Description. . Central Time (CST)__________________________       

           GMT Hours Offset:   6                                                

                                         Return                            
	GMT Hours Offset
	The number of hours offset from GMT time.  This allows for proper sorting of time zones based upon the time differences.


  Shipping Method and Carrier Codes (036)

                   Table File Maintenance - Display Screen  13:29:32   8/15/96 

                             Display Mode                                       

                     Shipping Method (Carrier Code)                             

              Table ID . . . 036                                                

              Code Value . . FDEX                                               

              Description. . FEDERAL EXPRESS ONE DAY SERVICE___________         

           Default Carrier:  FEDX______         

         Carrier Interface:  FEDX______                                         

          Class of Service:  1                                                  

                                         Return                            

	Default Carrier
	The carrier that would handle this shipping method.  This is used by those carrier interfaces that support multiple carriers.

	Carrier Interface
	The carrier interface code.  Currently, ARC/400 supports the UPS WorldShip System, the Pitney Bowes Ascent System, and the Pfastship Logistics System.

	Class of Service
	The class of service codes.  This should correspond to the code value and description so that the user can look at the description and the appropriate type of service will be selected by ARC/400.

Note: different carrier interfaces use this field differently.


  Sales Division Code (040)

                    Table File Maintenance - Display Screen  14:19:39   1/03/02 

                             Display Mode                                       

                     Sales Division Codes           

          Table.. 040  Code Value . . MAIN        Expiration_Date: ________   

              Description. . MAIN SALES DIVISION__________________________      

        Extra_Ship_Transit_Days: 99  -> 99 means use company default              

     Ignore_Return_Availability: N         Telephone Number: ___________________

  Print Sales Name on Documents: _      Invoice Print Queue: __________                 

Use Distributor Confidentiality: N  E-mail Invoices to User: __________                                               

                   Fax_Overlays    Printer_Overlays   Printer_Forms             

        Invoices..: __________        __________       __________               

   Packing_Lists..: __________        __________       __________               

    Drop_Ship_PO..: __________        __________       __________              

     Order_Forms..: __________        __________       __________              

      Cover_Page..: __________                                                  
                                         Return                            

The sales division table is used to define the valid codes for sales divisions used in ARC/400.  In addition, it is used to create overriding defaults which are specific to each sales division and which would override any corresponding entry in the Company Control File.  Leave an entry blank to cause the Sales Division Table field to have no affect on other defaults.  

Note: Order Entry defaults are not specified here, but are specified in the Order Entry defaults screens.  See this topic later in this Chapter.

	Extra Ship Transit Days
	If the policy is for items to arrive at a customer’s location early, set the extra ship transit days to 1, 2 or more which will add this number of days to the otherwise calculated transit days.  The transit days is the published number of days that the carrier should require to deliver the goods to the customer. 

The order will use this order of precedence: the sales division value and then the Company Control File.

	Ignore Return Availability
	This value is used if the Availability Matrix is being used for returnable items, such as a rental or preview.  This feature is used to predict the quantity on-hand at some future date, considering future shipments and future returns.  One might consider setting to a Y if the return date of returnable items is substantially unpredictable.

If this value is set to Y, ARC/400 will not predict the “return date” for any item; the availability matrix will show the item as being unavailable forever.  This is corrected during the actual return of the item.

	Print Sales Name on Documents
	ARC/400 will normally print the sales person name and telephone number on packing lists, invoices, and pro forma invoices.  The normal text might be:

For further information, please contact
Ms. Sales Person
at 1-800-555-1212
or at sperson@mymail.com

Enter a N to turn off this feature.

	Telephone Number
	Telephone number is used for various documents within ARC/400.  It is determined in this order of precedence: the user’s User File screen, the sales division value, and then the Company Control File.

	Invoice Print Queue
	Invoices are printed automatically by ARC/400 nightly.  These invoices will be printed on the printer specified in the Company Control File, unless a specific sales division requires printing elsewhere.  Enter the printer queue where invoices should be printed.

	Use Distributor Confidentiality
	Specify Y to include this sales division for Distributor Confidentially and treat as the DIST and CHAN are treated.   

	E-mail Invoices to User
	Override the printing of invoices which are first set up in the Company Control File.  If the Invoice Print Queue for this sales division is also specified, the E-mail will take precedence.  

	Overlays and Form Types
	One enters into the Company Control File which electronic forms (overlays) and form types to be used for various documents.  Different specifications can be made for printed documents and for faxed documents.  The overall defaults are specified in the Printer Control Parameters and the Fax Control Parameters.  If these need to change based upon the sales division then enter the correct values in the Sales Division Table.

Cover Page is the fax cover page which will be used for all fax documents.


  Letter Enclosure Codes (050)

Enclosures for letters can be tracked and recorded in a tag field automatically by ARC/400 merely by using the enclosure code in a letter.  For an example, see How to Set Up ARC/400 to Track Catalogs To Customers in Chapter 7 Tele-Service and Marketing Management.

When the enclosure code is used, the code value in this screen will be added to the contact tag context which is specified in this screen.  When the user reviews tags, such as by using option 46 in the Tele Service Call Management screen, a list of contexts will be displayed.  Selecting the context will then list the enclosures already sent to the customer.

                   Table File Maintenance - Display Screen  13:55:12   8/15/96 

                             Display Mode                                       

                     Letter Enclosure Codes                                     

              Table ID . . . 050                                                

              Code Value . . CAT                                                

              Description. . Catalog of our Products____________________        

        Contact Tag Field. . CATALOGS__  if entered, updates contact tag        

                                         field to designate that this enclosure 

              Tag Code . . . 1996 CAT__  has been already sent to contact       

                                         Return                            
	Code Value
	The enclosure code used in letters  

	Contact Tag Field
	The contact tag context name where the tracking of contact codes will occur.  The value in this field must have already been added to table 891 prior to the entry of this record.

	Tag Code
	The code value that describes a particular item.  If a validation table was used in defining the contact context in table 891, this tag code must be a valid tag code according to the validation table.  


  AR Payment Terms Codes (054)

                    Table File Maintenance - Display Screen  16:21:32   4/24/95 

                             Change Mode                                        

                     AR Payment Terms Codes                                     

              Table ID . . . 054                                                

              Code Value . . 30NT                                               

              Description. . NET DUE IN 30 DAYS________________________         

                 Discount %: _0   in days: _0                                   

            Net Due In Days: _30                                                

                                         Return                            
Specify the various AR payment terms codes and the specific terms associated with each.  The net-due days is used to calculated the due date for invoices.

	Discount %
	The Fast Pay discount percentage based upon payment in the number of days specified.

	In days
	The number of days after the invoice date that a Fast Pay discount will be accepted.

	Net Due in Days
	The number of days after the invoice date when the invoice is due to be paid.  


  Bank Codes for AR Deposits (055)

                   Table File Maintenance - Display Screen  16:37:13   4/24/95 

                             Change Mode                                        

                     Bank Codes for AR Deposits                                 

              Table ID . . . 055                                                

              Bank Code. . . MAIN                                               

              Description. . MAIN BANKING INSTITUTION__________________         

            Cash GL Index #  CASH______                                         

                                         Return                            
Specify the various codes used by AR for the Bank.  Usually, there is one bank code for each banking account used for cash deposits.  

	Cash GL Index
	Enter the GL Index for the Bank’s cash account number.  If no GL index is specified, the Cash Account Index in the Company Control File will be used.


  AR Adjustment Codes and Corresponding GL Numbers (056)

                    Table File Maintenance - Display Screen  10:27:23  10/31/94 

                             Display Mode                                       

                 Accounting Adjustment Codes Definition                         

                     AR Adjustment Codes                                        

              Table ID . . . 056                                                

              Code Value . . PRICE                                              

              Description. . PRICE CORRECTION_____________________________      

            GL Index Number: __________

                                         Return                            
AR Adjustment Codes are used during Batch Entry and Processing in AR.  These codes can be associated with a General Ledger number for reporting purposes.

	GL Index Number
	Enter the GL Index for the GL account associated with the AR Adjustment.  If no GL index is specified, the AR Adjustment Index in the Company Control File will be used.


  Inventory Adjustment Codes (059)

                    Table File Maintenance - Display Screen  10:31:55  10/31/94 

                             Display Mode                                       

                 Inventory Adjustment Codes Definition                          

                     Inventory Adjustment Codes                                 

              Table ID . . . 059                                                

              Code Value . . RECEIPT                                            

              Description. . RECEIPT INTO INVENTORY____________________         

            GL Index Number: INVENTORY_                                         

                                         Return                            

Inventory Adjustment Codes are used during Inventory Adjustments in the Warehouse and Shipping menu.  These codes can be associated with a General Ledger index number for reporting purposes.  

	GL Index Number
	Enter the GL Index for the GL account associated with the Inventory Adjustment.  If no GL index is specified, the Inventory Adjustment Index in the Company Control File will be used.


  Currency Symbols (066)

                    Table File Maintenance - Display Screen  10:05:57   4/21/02 

                             Display Mode                                       

                     Currency Symbols                                           

              Table ID . . . 066                                                

              Code Value . . CA          Expiration_Date: ________                      

              Description. . Canadian Dollars_____________________                                   

      Bank's Exchange Rate:  _____1.6092                                        

                              Specify the units of the foreign currency per     

                              unit of the home currency                         

                                         Return                            

Currency exchange rates are used in foreign currency conversions within ARC/400.  See foreign currency support in Chapter 8, Accounting and Accounts Receivable.

	Bank’s Exchange Rate
	Enter the number of foreign currency units per unit of the home currency.  


  Royalty Type Codes (067)

                    Table File Maintenance - Display Screen  10:37:29  10/31/94 

                             Display Mode                                       

                     Royalty Type Codes                                         

              Table ID . . . 067                                                

              Code Value . . BROADNET                                           

              Description. . TV - Broadcast - Network__________________         

               Report Class: TV                                                 

                Deduct_Cost: N                                                  

                                         Return                            
Used by Royalty Processing.  See Chapter 14  Royalty Processing.

  GL Overrides by Sales Division Table (071)

This table defines GL overrides that would apply only to the specified sales division which would override the GL entries in the Company Control File.  

                    Table File Maintenance - Display Screen  14:26:31   1/03/02 

                             Display Mode                                       

                 GL Overrides by Sales Division                                 

                    Table ID . . . 071                                          

                    Sales Division CHAN                                         

                    Description. . Channel Sales________________________        

                    Accounts Receivable.....: AR1_______                        

                    Sales Tax Revenue.......: SALES TAX1                        

                    Shipping Charge Revenue.: SHIPPING1_                        

                    Shipping Fee 2 Revenue..: SHIPPING1_                        

                    Sales Revenue...........: SALES1____                        

                    Preview Revenue.........: PREVIEWS1_                        

                    Rental Revenue..........: RENTALS1__                        

                    Deferred Revenue........: DEFERRED1_                        

                    Cost of Goods Sold Exp..: COGS1_____                       

                    DIST Commissions Payable: DIST COMM1                        

                                         Return                            
These GL Index codes will override the default GL Index codes in the Company Control File, GL Parameters.  See the Company Control File, GL parameters for more information.

  Sales Division Defaults for Credit Card and Point of Sale (POS)  (073)

This table defines GL overrides that would apply only to the specified sales division which would override the GL entries in the Company Control File.  

                    Table File Maintenance - Display Screen  14:09:42   9/22/04 

                             Display Mode                                       

                 Sales Division Defaults for Credit Card & POS                  

                    Table ID . . . 073                                          

                    Sales Division WEST______                                          

                    Description. . West of the Mississippi River_________________                                          

                    Credit Card AR Bank ID..: MAIN                              

                    Credit Card Profile.....: DEMO___________                              

                    POS AR Bank ID..........: MAIN                              

                    POS Credit Card Profile.: DEMO___________                              

                    POS Sales Person........: __12                              

                    POS Cash(SoldTo) Account: __22682                           

                    POS Tax Location........: __22291                           

                    POS Warehouse ..........: 003                               

                    Force Local Warehouse...: _                                 

   List Mode    Display Mode    Delete                       Previous    Next 

                                 Exit    Search Screen    Make Change                     

	Credit Card AR Bank ID
	Overrides the normal Bank ID used for credit cards when this particular sales division is used for the order.  If multiple Bank ID’s are used with Credit Card processing, multiple AR Batches will be created.

	Credit Card Profile
	Overrides the normal credit card profile when this particular sales division is used for the order. 

	POS AR Bank ID
	POS system only.  The Bank ID used for cash sales.  If multiple Bank ID’s are used with Credit Card processing, multiple AR Batches will be created.

	POS Credit Card Profile
	POS system only.  Overrides the normal credit card profile when this particular sales division is used for the POS Register.

	POS Sales Person
	POS system only.  Sales person number associated with all sales recorded by the POS Register.

	POS Cash Account
	POS system only.  ARC/400 account number which will be used as the Sold-To account for all cash sales recorded at this POS Register.

	POS Tax Location
	POS system only.  ARC/400 account number used to determine tax status when a sale is recorded.

	POS Warehouse
	POS system only.  Products sold through the POS Register will decrement wareshouse quantities in this warehouse code.

	Force Local Warehouse
	POS system only.  Set to Y to cause ARC/400 to not allow any Drop Ship warehouse codes to be used for POS sales.


  Version Table (801)

The version table defines all of the version codes in ARC/400.  

                   Table File Maintenance - Display Screen  17:40:22   6/03/00 

                             Change Mode                                        

                     Product Version Codes                                      

              Table ID . . . 801                                                

                Version Code CH________  Expiration_Date: ________                      

              Description. . Chinese Language_____________________________       

               Version_Type: RARELYUSED                                         

            Website Display: Y                                                                 

   List Mode    Display Mode    Delete                       Previous    Next 

                                 Exit    Search Screen    Make Change              
	Version  Type
	The version type field is used to implement the product search “hiding” feature.  See Hiding Products from Product Search in chapter 4, Product Functions.



	Website Display
	Set the Website Display to NO to hide all products with this version from a Website search using the Web Shop product search.




  Post Shipment Label Print Device (812)

This table causes post shipment labels to be printed to a printer associated with a workstation.  Post shipment labels are printed immediately after the shipment acknowledgment is posted.  So any changes that occur during shipment acknowledgment will be included on the label.  Usually in this situation where post shipment labels are used, each workstation has a label printer to print the post shipment label.  This table tells ARC/400 which printer to print the label based upon which workstation performed the shipment acknowledgment.

See Warehouse Maintenance for more information.

                   Table File Maintenance - Display Screen  13:42:39   8/15/96 

                             Display Mode                                       

                     Post Shipment Label Print Device                           

              Table ID . . . 812                                                

              Display ID . . DSP33_____                                         

              Description. . Display # 2 in Warehouse________________________   

              Print Device . PRT70_____                                         

                                         Return                            

	Display ID
	The display device name where shipment acknowledgment will occur.  

	Print Device
	The printer device name where the post shipment label should print when shipment acknowledgment occurs at the display ID specified.


  General Ledger Account Number Indexes (820)

                   Table File Maintenance - Display Screen  16:42:55   4/24/95 

                             Display Mode                                       

                     General Ledger Account Number Indexes                      

              Table ID . . . 820                                                

              Code Value . . DAMAGED___                                         

              Description. . Damaged Goods Expense__________________            

            General Ledger # 011-1101-000__________________                     

                                         Return                            

This table associates GL index codes with GL account numbers.  All GL codes in ARC/400 refer to GL indexes which are 10 positions in length.  This allows for a English like code which can be more readily understood.  The associated GL number is the GL number used in the General Ledger system.  

  Extension/Format Codes (828)

                   Table File Maintenance - Display Screen  17:45:47   6/03/00 

                             Change Mode                                        

                     Extension/Format Codes                                     

              Table ID . . . 828                                                

              Code Value . . WKBK______  Expiration_Date: ________              

              Description. . Product workbook___________________________        

 -----Global Properties-------  ---------Defaults for New Products------------- 

      Product_Type: __________     First Vendor: _______     Commissionable: _  

   Website Display: Y                Alt Vendor: _______        Inventoried: _  

 Use Calc Ship Fee: Y             Standard Cost: ___________        Royalty: _  

   Standard Weight: ______     GL Index 4 Sales: __________   Bar Code Type: _  

                            GL Index 4 Previews: __________         Taxable: _  

                             GL Index 4 Rentals: __________        Shipable: _  

                                GL Index 4 COGS: __________    Primary Whse: ___
                             Qty_Discount_Group: __________  Document Print: _  

                      Maintain_Units_Statistics: _                              

                                                                                   List Mode    Display Mode    Delete                       Previous    Next 

                                 Exit    Search Screen    Make Change    
This table defines the extension and format codes used by the product system.  More specifically, it will identify which formats are eligible for order level quantity discounts.  See the order processing chapter for more details on quantity discounts.

The ARC/400 system supports extension codes of all “blanks”.  The maintenance program will not accept all “blanks” as the extension code.  Therefore, if the valid extension code is all “blanks”, enter  *BLK  as the extension code.  ARC/400 will interpret this as all blanks.

Entries in the extension table are either used as defaults when a new product is created or used as global properties.  The new product defaults are used only when a new product is created; changing these values will not change any current product.  To change a current product, change the like field in the product’s product extension screen.  The global properties will affect all products and are effective immediately after changing the table.

	Product Type
	Set to RARELYUSED to hide all products in Product Search with this extension.  The product search will allow display when the Active  filter is set to N.

	Website Display
	Set to NO to hide all products with this extension from a Website search using the Web Shop product search.

	Use Calc Ship Fee
	Set to NO to cause the shipping fees calculator to skip all products with this extension. 

	Standard Weight
	Set to any Standard Weight, if any, for use by the Weight Based shipping fee calculator.  This weight will be used if there is no standard weight entered in the product’s product extension screen.


  Location, Contact, Product, and  Product Extension User Tags (890, 891, 892, 893)

                    Table File Maintenance - Display Screen  10:40:44  10/31/94 

                             Display Mode                                       

                     Contact User Tag Definitions                               

              Table ID . . . 891                                                

              Code Value . . INTEREST                                           

              Description. . Contact Interest Areas___________                  

               Validation Table ID: 881                                         

                    Free Form Text: _                                            

                                         Return                            
Used by all user tag definition tables.  See “User Tags” in Chapter 3  Customer Service and Chapter 4  Product Functions.  Identifies the user tag definition and, optionally, a validation table ID.

If “free form text” is set to “N” or blanks then user tags operate in code value mode which means that ARC/400 will expect that there is a list of code values associated with the user tag for this customer, product, etc.

If “free form test” is set to “Y” then user tags operate in text mode.  In text mode, the user tag associated with the customer, product, etc. will be a series of free form text lines.  

  Customer Order Type Codes (901)

                    Table File Maintenance - Display Screen  15:05:26   9/30/05 

                             Display Mode                                       

                     Customer Order Type Codes                                  

              Table ID . . . 901                                                

              Code Value . . RG________  Expiration_Date: ________                      

              Description. . REGULAR ORDER______________________________                                      

             Default Line Type: __                                                

                                         Return                            
Table 901 contains the list of valid order type codes.  For each, one can specify the default line type code that is used to start all order line items for this type of an order.  Of course, the user can still change during order entry as appropriate.  If no default line type is specified, the default line type from the Company Control File is used.

  Customer Order Line Type Codes (902)

                    Table File Maintenance - Display Screen  10:44:09  10/31/94 

                             Display Mode                                       

                     Customer Order Line Type Codes                             

              Table ID . . . 902                                                

              Code Value . . CP                                                 

              Description. . Conversion of Preview To Sale                      

     Maintain Inventory Counts: Y       Display Shipping Charges: Y             

          Physically Ship Item: N     Calculate Shipping Charges: Y             

               Conversion Type: 2        Display Addl. Tax Field: N             

        Convert From Line Type: PV          Default Royalty Code: __________    

          Convert To Line Type: __               Default GL Code: __________    

            Product Validation: Y       Allow Quantity Discounts: Y             

       Use SL as Price Default: Y               Restriction Type: SALE____      

       Print Desc. on Invoices: Y       Conversion Pro forma Inv: N             

     Maintain Units Statistics: Y            Rental/Use Tax Type: Y 
 Type 2 or 3:Deduct Type 1 Amt: _                                                                                                

                                         Return                            
These order entry line types are defined by their characteristics.  These characteristics control order entry.  Some characteristics control shipping or other sequences following order entry.

	Maintain Inventory Counts
	Specify “Y” or “N”.  Should inventory counts be maintained in the various product files for this line type.  

	Physically Ship Item
	Specify “Y” or “N”.  Will the item be physically shipped or is this a bill only type of line.

	Conversion Type
	Conversion type is blanks for most normal line types.  Conversion type = 1 for lines that are expected back, such as a rental.  Conversion type = 2 for converting a “type 1” line into a sale.  Conversion type = 3 for converting a “type 1” into another “type 1” line.

	Convert From Line Type
	For conversion types 2 and 3, specify the line type code of the type 1 line being converted to allow only this Convert From line type to be converted by this line type.  Or, leave Convert From blank to allow this line type to convert ANY type 1 or type 3 line type.

	Convert To Line Type
	For conversion type 3, specify the type 1 line being converted to set the new line to this Convert To line type.  Or, leave Convert To blank to set to the same line type as the line type being converted.

	Product Validation
	Specify “Y” or “N”.  Should the ARC/400 product files be used to validate the entry of a product number.  If “N”, no product number will be entered and a description must be entered in order entry.

	Use SL as Price Default
	Specify “Y” or “N”.  Should the standard “sale line type” be used as a price default for this line type if the pricing files do not specifically include a price for this line type.

	Print Description on Invoice
	Specify “Y” or “N”.  Should the description of the line type be printed on invoices as a second line in addition to the line type code which is always printed.

	Display Shipping Charges
	Specify “Y” or “N”.  Will shipping charges apply to this line type?  

	Calculate Shipping Charges
	Specify “Y” or “N”.  Should ARC/400 attempt to calculate shipping charges for  this line type.  If “Y”, the display of shipping charges must also be “Y”.

	Display Additional Tax Field
	Specify “Y” or “N”.  Should the additional tax field be displayed?  If yes, the user can specify additional taxes to be billed in addition to the normal taxes that might apply.

	Default Royalty Code
	Optional.  Specify the default royalty code.  See Chapter 14  Royalty Processing.

	Default GL Code
	Optional.  Specify the default GL code for order line items to account for the cost of goods.  

	Allow Quantity Discounts
	Specify “Y” or “N”.  Should quantity discounts be calculated for this line type.

	Restriction Type
	Optional.  Specify the restriction code that applies to this line type when restricting products to specific order line types.  See Chapter 10  Inventory Control.

	Conversion Pro forma Invoice
	Specify “Y” or “N”.  Determines if a pro forma invoice will be created for shipments including conversion type 1 and 3 lines.  If one line on a shipment contains a line item signified for a pro forma invoice, the pro forma will be created.  The pro forma will include items which are not invoiced on the shipment, but would be invoiced if the entire shipment is converted to a sale.

	Maintain Unit Statistics
	Determines whether this transaction type is eligible for counting unit statistics.  Some bill only and other line types may not need to be counted and might even confuse the totals.  In these cases, set this value to “N”.  See the unit statistics in the Product Sales History screen and the Customer Sales History screen.

	Rental/Use Tax Type
	Specify a Y if this line type should calculate rental/use tax instead of sales tax.

	Type 2 or 3:
Deduct Type 1 Amt
	Applies to a type 2 or 3 transaction only (see Conversion Type).  When calculating the line item price for a conversion, specifies whether ARC/400 should deduct the original type 1 line amount from the list price for this type 2 or 3 transation.  


  Marketing History File Selections (922)

                    Table File Maintenance - Display Screen  14:34:11   1/03/02 

                             Display Mode                                       

                     Marketing History File Selections                          

              Table ID . . . 922                                                

              Marketing File CAMPAIGN__  Expiration_Date: ________                      

              Description. . LOCATION, CONTACT, & CAMPAIGN_____________                      

              Internal File: TMBUILD9__                                           

                                         Return                            

The marketing history file selection defines the data file names for the various marketing file selections.

  Warehouse Restrictions by Sales Division (957)

                   Table File Maintenance - Display Screen  13:31:49  12/07/98 

                              Display Mode                                          

                     Warehouse Restrictions by Sales Division                   

              Table ID . . . 957                                                

              Sales Division MAIN______  Expiration_Date: ________              

              Description. . Main Sales Division________________________        

             Warehouse Code: 001                                                

             Warehouse Code: ___                                                   

             Warehouse Code: ___                                                   

             Warehouse Code: ___                                                   

             Warehouse Code: ___                                                   

                                         Return                            

To control which warehouses are used by various sales divisions, use this screen.  Enter the sales division and the valid warehouses.  Order Entry will then create an error if the warehouse restrictions are violated.

  UPS Classes of Service Codes (978)
                    Table File Maintenance - Display Screen  15:50:40  10/10/05 

                             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 _________                      

                      ARC/400 Add-on Fee........ _________                      

    List Mode    Change Mode                                  Previous    Next  

                                  Exit    Search Screen                         

UPS Class of Service codes are used by the UPS WorldShip system to map the service code to the description.  The description of the code must match the description used by UPS WorldShip.

The UPS Weight Based shipping fee calculator uses the flat fee amounts and surcharges to calculate the UPS estimated ship fee.

  Endicia Class of Service Codes (996)

                    Table File Maintenance - Display Screen  13:26:46  10/12/05 

                             Display Mode                                       

                     Endicia Class of Services                                  

              Table ID . . . 996                                                

              Code Value . . MM________  Expiration_Date: ________              

        Service Description. Media Mail_________________________________        

                 Mail Class: MEDIAMAIL_                                         

                Layout Name: Advantage.LYT____________                      

         Print Return Label: Y                                                  

      Delivery Confirmation: Y                                                  

       Prompt User for Info: N                                                  

               Test Mode On? Y                                                  

    List Mode    Change Mode                                  Previous    Next  

                                  Exit    Search Screen                         

Endicia Support allows one to reduce shipping costs by using the US Postal Service.  For full information, see Chapter 9, Warehouse Operations, Endicia Shipping Label and Postage Support.

  Sales Person Master Maintenance

Any sales person who can be given sales credit for invoiced items must be set up in the sales person master file.  This includes both system users and non-users such as field representatives.  Dummy sales assignments can also be set up, such as “house account”.

Note:  this screen does not apply to Distributor Commissions or to Royalty Commissions.  

The sales person will be assigned a sales person number which will then be entered into the variety of fields within the order system to assign sales credit.  Additionally, the sales person will be automatically entered into the Customer Location File with the same number as the sales person number.  

                  Sales Person Maintenance - Display Screen  13:35:10  12/07/98 

                             Display Mode                                       

                Sales_Person_#: __25  Name: Cosentino, Jay                      

                    Sales_Division: BUSN                                        

                          Rep_Type: REP_                                        

                            Status: ACTIVE__                                    

                   ARC/400 User ID: COSENTINO_                                  

                    Sales Commission Processing Information                     

                      Quota: _________.00    Non-recoverable Draw: ______.00    

         Commission Percent: __8.00              Recoverable Draw: ______.00    

           Calculation Code: __________      Draw Owed to Company: ______.00    

                Base Salary: ______.00      Maximum Draw Recovery: ______.00    

  Sales Base-no commissions: _________.00         Tier Reset Code: _            

             One Time Bonus: ______.00       Next Tier Reset Date: ________     

         Last Maint Date: 04/05/95     Last Maint User ID: COSENTINO            

  List Mode    Change Mode               SalesQuota         Previous    Next 

                             Exit    Search Screen                                

The information in the sales person master file is:

	Sales Person Number
	The sales person number assigned by ARC/400.  This number is sequentially assigned starting with 1.  The maximum value is 9,999.

	Name
	The sales person name used on displays and reports.  The best presentation of the name is:  last name, first

	Sales Division
	The sales division of the sales person.

	Rep Type
	The sales representative type code.  This is used for informational purposes only.  Use a "?" for a list of values.

	Status
	The status of the sale person.  Valid values are ACTIVE and INACTIVE.

	ARC/400 User ID
	If the sales person is also a system user (i.e. a Tele-Service marketing rep), enter the user ID.  Sales statistics requires the entry of a user ID which will associate the tele-service statistics to the specific sales person.

	Commission Fields
	See commission processing for more information


The screen 2 defines sales quotas more specifically when the quota will vary by month.  This information is available for display and for reporting purposes.  See SalesQuota on the Sales Person Master Maintenance screen.

                 Sales Person Maintenance - Display Screen  17:18:20   2/05/00 

                             Change Mode                                        

          Sales_Person_#:  162  Name: Smith, John                               

                            Sales Quota Maintenance                             

                                2000                2001                        

             Period 1:         10,000.00           11,500.00                    

             Period 2:         12,000.00           13,000.00                    

             Period 3:         10,000.00           11,000.00                    

             Period 4:         10,500.00           10,500.00                    

             Period 5:         14,000.00           15,000.00                    

             Period 6:         13,000.00           14,000.00                    

             Period 7:         16,000.00           18,000.00                    

             Period 8:         19,000.00           20,000.00                    

             Period 9:         17,000.00           17,000.00                    

             Period 10:        16,500.00           17,000.00                    

             Period 11:        14,000.00           14,000.00                    

             Period 12:        12,000.00           12,500.00                    

 List Mode    Change Mode               MainScreen         Previous    Next 

                            Exit    Search Screen                      

This screen will always allow the entry of the current fiscal period and the next fiscal period.  

  A Sales Person Who is also a System User (e.g. tele-marketing representative)

Any sales person who is also a system user must be set-up in the Users File.  The sales person file must contain the ARC/400 user ID which will link that user to sales statistics.  There are other requirements for a system user.  See Users File Maintenance procedures for more information.

  A Sales Person Who is Not a System User (e.g. a field marketing representative)

Outside sales people who will not be personally using the system need not be set up as a system user.  They do need to be set up in the Sales Person Master file if ARC/400 will be tracking their sales credit.

  Sales People And the Sales Territory Assignment Files

Automatic calculation of sales reps in order entry and elsewhere requires that each sales person's territory be defined to ARC/400.  This is done using the Sales Territory Assignment Maintenance procedures.  

If no sales territories are defined, the sales rep must be entered into order entry as the sales rep and will receive sales credit.  In this case, there will be no automatic determination of the sales rep in order entry; the sales rep number will need to be hand entered by the order entry person.

With correct entry of the sales territory assignment information, every line for every order will have the correct sales person assigned automatically making mistakes rare.  This is highly recommended especially for Tele-Sales personnel because management building of call queues is greatly enhanced.  

  Status Codes

The status code for a sales person can be ACTIVE or INACTIVE.  If the status of the Sales Person Master record is INACTIVE or the status of the corresponding Customer Location record is INACTIVE or WITHDRWN, that sales person will not be accepted during entry within order entry or order maintenance.

  Deleting Sales Person Master Records

If a delete request is processed for a sales person master record, the record is not deleted.  The status is changed to INACTIVE for both the sales person master record and the corresponding customer location record.  

  Sales People In Multiple Sales Divisions

The system does support one sales person to be in two or more sales divisions.  The sales person is entered into the sales person master file more than once obtaining multiple sales person numbers.  If the sales rep is also a system user, each sales person record will contain the user’s ARC/400 user ID.  

During order entry, the default sales division will be the first sales person record found which can not be predicted.  Therefore, the sales division which the user uses most should be entered into the users file as the default sales division for that user.  

When entering an order and the wrong sales division is displayed, the user should correct the sales division and blank out the sale rep number.  ARC/400 will calculate the sales rep number automatically.  Additionally, the user may key in the correct sales rep number.  ARC/400 will assure that the sales division and the rep number match and are consistent.  

When multiple sales divisions are used, ARC/400 has no way to determine which sales division will apply to various Tele-Service statistics.  In this case, all statistics will be grouped under one sales person number which is either the sales person number associated with the default sales division in the users file, or the first sales rep number which is found by ARC/400 (which can not always be predicted).

  Sales Territory Maintenance

Sales territory maintenance defines the territory assigned to a sales person.  This information is used to automatically calculate the correct sales person for each order line item.  Additionally, it is used by the call queue build process.

Territory assignments are controlled by parameters in the Company Control File.  

  Assigned Accounts Only

If the Sales Assignment Calculation Method, which is defined in the Company Control File, is set for “Assigned Accounts Only”, then the sales territory file is not used for sales assignments.  The Sales Territory Override file is used which relates a specific customer location to a sales division and sales person.

  Specifying Territories by Geography

ARC/400 implements a combination of market/SIC codes and geography for sales territory definition.  If this does not represent your method for defining sales people's territories, then a system change request should be made.

                  Sales Territory Maintenance - Detail       11:57:21  10/31/94 

                             Display Mode                                       

                         Sales Division. . BUSN                                 

                         SIC/Industry Code ____                                 

                         Country Code. . . USA_                                 

                         State Code. . . . IL  Illinois                         

                         Start Zip Range . ________   

                         End Zip Range . . ________   

                         Sales Rep Code. . __25 Cosentino, Jay                  

         Last Maint Date: 03/18/93     Last Maint User ID: COSENTINO            

 List Mode    Change Mode                                  Previous    Next
                            Exit    Search Screen                      

Each sales person's territory is defined using one or more sales territory records.  The territory is the summation of these records.  For example, if a sales person's territory consisted of the states of Georgia and Tennessee, then one record would define Georgia and one would define Tennessee.  The total of the two records represents the entire territory.

You determine the territory by entering the following information:

	Sales Division
	Multiple, independent sales divisions can be set up.  The division specified must be consistent with the division where the sales person is assigned.

	SIC/Industry
	Optional value.  Specify the industry to limit the scope of this record to customers within a specific SIC/Industry code.

	Country Code
	Optional value.  Specify the country code if geographic definition is used.

	State Code
	Optional value.  Specify the state code to limit the scope of this record to customers within a specific state.  If specified, country code must also be specified.

	Start Zip Range
End Zip Range
	Optional value.  You may enter a zip/post code range to limit the scope of this record to only range specified.  ARC/400 will validate the range so that there is no overlap with another record.

	Sales Person Number
	The sales person assigned to this territory.  The sales person must be specified in the Sales Person Master file.


  Industry Code Options

Use the industry code to define a territory based upon the characteristics of the customer such as what industry the company is in.  If specified, the record will only apply to customers in this industry code.  If not specified, it will apply to customers in all industries.

The industry code is set in the Company Control File (marketing parameters) to be one of the following: a) Generic Market Code, b) Market Code, c) Organization Type Code, or d) the SIC code.  If industry codes are not used in your territory assignments, all industry codes should be left blank and they will be ignored.

For both generic market codes and non-generic market codes, the market code will be determined from the Contact screen, unless the value in the contact screen is blanks in which case the value in the Customer Location screen will be used.  If the sales assignment is requested with no contact identified, only the Customer Location screen values are used.

For generic market codes, the value entered in the sales assignment tables will treat short entries as generic.  For example, specify AB as the market code in the sales assignment tables will cause all market codes beginning with AB in the customer records to be considered a match.

For non-generic market codes, the value in the sales assignment table must match the value in the customer files exactly.

  Alpha Split Option

The sales assignment determination can be optionally set to consider Alphabetical selection instead of the zip code selection based upon geography.  The Sales Assignment Zip/Alpha determination is set in the Company Control File (marketing parameters).  If set to Alpha Split, the screens will work exactly as in the case of the zip code splits except an alphabetic range is used instead of a zip code range.

                 Sales Territory Maintenance - Detail        9:49:10  12/17/98 

                             Display Mode                                       

                   Sales Division. . BUSN                                       

                   Market Code . . . WHOL                                       

                   Country Code. . . USA_                                       

                   State Code. . . . __                                         

                   Start Alpha Range A_______                                   

                   End Alpha Range . B9999999                                   

                   Sales Rep Code. . __25 Cosentino, Jay                        

         Last Maint Date: 12/17/98     Last Maint User ID: COSENTINO            

List Mode    Change Mode                                  Previous    Next
                            Exit    Search Screen                      

The above screen shows an alpha split range of A through B (inclusive) for sales division BUSN, only the WHOL industry group, only USA accounts.  Although sales division is a required entry, the industry and country may be left blank for generic usage in which case the alpha split would apply to all accounts in the sales division.

Note:  the alpha split uses the SORT name as specified in the Customer Location record.  This allows organizations such as “The Gallagher Company” to be sorted by “Gallagher” instead of “The”.  The default sort name is the same as the formal company name.

  Option to Ignore Sales Division for Sales Assignments

Generally, one creates a sales division to separate groups of sales people or sales transactions.  For example, multiple sales groups may sell different product lines and need to be evaluated and managed independently.  One would establish each sales group as its own sales division in ARC/400.  Each sales group can define its own sales territories.  Therefore, ARC/400 determines sales assignments within a sales division.  

However, one may want to establish multiple sales divisions without overlapping territories as would normally be the case.  To accomplish this, ARC/400 determines the sales person from the sales territory definition screens without consideration for the sales division.  To turn on this option, set the Ignore Sales Division question in the Company Control File, marketing parameters.

Warning:  if one sales territory is assigned to multiple sales persons (in different sales divisions), the automatic ARC/400 selection of the proper sales person can not be guaranteed.  Therefore, use care in making sales assignments so that any one customer can be directly assigned to one and only one sales person.

  Powerful Generic Values Minimize Data Entry

Using generic values will minimize the data entry required for defining a territory.  ARC/400 uses a blank field as a generic value.  

A generic value will apply to all values for that field.  For example, leaving the county code as blanks, the record will apply to all counties in the specified state.  If the country and state codes are blank, the territory will be defined for an entire industry code.

Since generic values cause a conflict between a generically defined territory and a specifically defined territory, the specifically defines record always takes precedence over the generically defined record.

Example 1:
A territory is defined as the states of Nebraska and Iowa and all of Canada.  The rep is in division ANY and has a sales person number of 3.  The solution is three records:

	Division
	Industry
	Country
	State
	Low Zip
	High Zip
	Sales Rep

	ANY
	
	CNDA
	
	
	
	3

	ANY
	
	USA
	NE
	
	
	3

	ANY
	
	USA
	IA
	
	
	3


Example 2:
Sales person 4 in division WEST is given all pharmaceutical companies in the United States, Sales person 5 in division WEST is given the state of California (not pharmaceuticals), and sales person 6 in division WEST is given Orange County regardless of industry.  The solution is:

	Record #
	Division
	Industry
	Country
	State
	Low Zip
	High Zip
	Sales Rep

	1
	WEST
	PHRM
	
	
	
	
	4

	2
	WEST
	
	USA
	CA
	
	
	5

	3
	WEST
	PHRM
	USA
	CA
	92620
	92899
	6

	4
	WEST
	
	USA
	CA
	92620
	92899
	6


In the above example, the assignment is given to the sales person with the most specific definition.  A pharmaceutical company in zip code range will be given to rep 6 because record number 3 is more specific (defined further to the right) than record 1.  A non pharmaceutical company in the zip code range will be given to rep 6 because record 4 is more specific than record 2.  

Example 3:
Sales person 7 in division TOP has half the United States (26 states) and sales person 8 has the other half (24 states).  The solution is 24 records for sales person 8 and one record for sales person 7.  

	Record #
	Division
	Industry
	Country
	State
	Low Zip
	High Zip
	Sales Rep

	1
	TOP
	
	USA
	
	
	
	7

	2
	TOP
	
	USA
	AL
	
	
	8

	3
	TOP
	
	USA
	AK
	
	
	8

	:
	:
	
	:
	:
	
	
	:

	25
	TOP
	
	USA
	WY
	
	
	8


The generic value of state code allows one to reduce the data entry by entering 24 states.  Any sale to any of these 24 states will go to sales person 8 because all 24 of these records are more specifically defined than the one generic record for sales person 7.  Any sale to any state not included in the 24 states going to 8 will go to sales person 7.

  Sales Territory Reports

In setting up new territories or in checking existing territory assignments, obtaining listings for the sales territories is very useful.  From the File Maintenance menu, the following reports should be printed to assist you:


Active Sales People By Division


Sales Territory Detail Assignment

One should also review the sales territory overrides.

  Sales Territory Override Maintenance

Sales territory override is used to assign a specific account to a sales person regardless of the sales territory assignment records.

                  Sales Override Maintenance - Detail        12:02:13  10/31/94 

                             Display Mode                                       

                         Sales Division. . BUSN                                 

                         Customer Number . __10083                              

                                           Paul Revere Insurance                

                         Sales Person. . . __25                                 

                                           Cosentino, Jay                       

         Last Maint Date: 10/31/94     Last Maint User ID: COSENTINO            

List Mode    Change Mode                                  Previous    Next
                            Exit    Search Screen                      

You determine the territory by entering the following information:

	Sales Division
	Specify the sales division that this override should apply to.

	Customer Location Number
	Specify the customer location number which should be overridden.

	Sales Person Number
	The sales person that this account should be assigned to.  The sales person must be specified in the Sales Person Master file.


  Sales Tax Maintenance

Maintaining sales tax tables are very complex considering the number of taxing bodies in the United States and Canada, and the degree of change that affects sales tax rates.  It is the responsibility of each organization to maintain these tables.

ARC/400 implements a simple method of determining tax rate.  Tax rates can be established for any geographic area based upon one of the following two options:

·  the country, the state/province, and zip/post range.  

· The country, state/province, county and city values.

The two options in effect are determined using the Company Control File, Accounting Parameters Two.  

Tax rates can be specified for sale items, rental items (use tax), and freight.  Based upon these tax rates in the system, ARC/400 will calculate the correct tax during order processing and invoicing.  Taxes calculated during order processing are always considered estimates since the independent calculation of tax during invoicing always takes precedence.

  Sales Tax Processing Overview

Taxes are based upon the taxable flag in the Bill –To customer location record or contact record.  Non-taxable customers can be designated and a tax exempt number can be documented.  Additionally, certain products can be designated as non-taxable.  Such products may actually be services that are not taxed but are included in the data base for tracking purposes.  If one of tax flags in the customer location record, contact record or the product record are designated as non-taxable, the order line item is designated as non-taxable.  This can be overridden by the order entry user.

Taxes are calculated during order processing when the order is taken.  This is a preliminary calculation so that estimated taxes can be quoted to the customer.  

When a shipment is invoiced, final tax calculations occur.  These taxes are printed on the invoice.  The order file is updated if there is a change from the estimated tax amount.

Miscellaneous tax amounts can be billed using order processing through the Miscellaneous line type code.  This is used when the tax tables are not set up perfectly and a customer tax amount is insufficient.  Additional tax can be billed and tracked in this way.  See order processing procedures for more information.

Taxes can be credited using credit memo processing by crediting any invoice with tax amounts.  See credit memo processing procedures for more information.

Although taxes can be reduced on an invoice using AR Adjustments, this is not recommended.  A better method is to use credit memo processing because this correctly adjusts tax amount for all sales tax reporting.

  Multiple Taxing Jurisdictions

Using the Zip Range Method, if the Ship-to location is found in the tax tables within a specified zip code range, the tax values within that record will be used.  ARC/400 will not add percentages from any other record.  It is important then that any multiple jurisdictions are properly added into the tax percentages.  For example, if there is a state tax, a county tax, and a city tax relating to zip code 60601 then the tax amounts in the zip code range containing this zip code must have a percentage adding up the taxing percentages from each jurisdiction.

Using the State/County/City Method, ARC/400 will ADD TOGETHER the tax percentages found at the State level, the county level and the city level to obtain the total tax percentage for the transaction.  Note that this is different than the Zip Range Method.  For example, if there is a state tax of 5%, a county tax of 1.25% and a city tax of .50% then one would add three records to the tax tables with the specified percentages.  ARC/400 would then apply each percentage to transaction that apply to that state, county and city.  In this case, the tax for this city would be 6.75%.

  Monthly Sales Tax by State Report

The primary sales tax report is a monthly report of all sales tax amounts by state and jurisdiction.  The report summarizes all information by state and jurisdiction and can be run for the current period to date or any past period using the reports menu.  

The information on the report includes:  state, jurisdiction, invoice total, product total, freight total, handling total, insurance total, tax total, taxable product total, invoiced sales tax, invoiced rental tax, and invoiced freight tax.

Any transaction that is either not taxable or has a zero tax rate will use a taxable sales total of zero.  Therefore, states where no taxes apply will have a taxable sales total of zero so there is no need to identify those customers in these states as not taxable.  Treat them as taxable at a zero rate.  

The invoice total will equal the invoice register for the period.  The taxable sales total is the amount where taxes were calculated (non zero tax rate).

  The Detail Tax Record

All taxes are determined geographically using the ship-to customer location address.

	Country
	The country code.  Required for all tax table records.

	State
	The state or province code.  

	Zip Code Range
	Zip Range Method Only:  The zip/post code range which applies to the tax rates specified.  You can leave these fields blank to use one tax rate for the entire State  

	County
	State/County City Method Only:  enter the tax that applies to the county.  Do not enter if the county has zero tax.

	City
	State/County City Method Only:  enter the tax that applies to the city.  Do not enter if the city has zero tax.

	Jurisdiction Code
	Used for your reporting purposes.  By inserting a different jurisdiction code into each record then you will be able to use the jurisdiction code to create reports for each taxable entity (state, county, city, etc.).

	Sales Tax
	The tax rate for sale items.

	Rental Tax (use tax)
	The tax rate for rental items.

	Ship Fee Tax
	The tax rate for shipping fees.  This rate is usually zero because few taxing bodies will tax freight charges.


  The Sales Tax Maintenance Screens

The Country/Zip-Post Range Sales Tax Calculation Method Screen

                  Sales Tax Rates Maintenance - Detail       15:37:39  12/07/98 

                             Display Mode                                       

                       Country. . . USA_                                        

                       State. . . . IL                                          

                       Start Zip. . ________                                    

                       End Zip. . . ________                                    

                       Jurisdiction ___                                            

                       Sales Tax. . __6.0000                                    

                       Rental Tax . __3.0000                                    

                       Ship Fee Tax __1.0000                                    

         Last Maint Date: 06/02/93     Last Maint User ID: COSENTINO            

List Mode    Change Mode                                  Previous    Next
                            Exit    Search Screen                      

The Country/State/County/Zip Sales Tax Calculation Method Screen

                  Sales Tax Rates Maintenance - Detail       10:25:10   4/21/02 

                             Display Mode                                       

                       Country. . . USA                                         

                       State. . . . IL                                          

                       County . . . COOK_______________________                                        

                       City . . . . _________________________                                            

                       Jurisdiction 17031                                       

                       Sales Tax. . __1.2500                                    

                       Rental Tax . ___.0000                                    

                       Ship Fee Tax ___.0000                                    

         Last Maint Date: 05/20/99     Last Maint User ID: COSENTINO            

List Mode    Change Mode                                  Previous    Next
                            Exit    Search Screen                      

It is the responsibility of the user to create all sales tax tables as none are supplied by Computer Analytics.  Enter all necessary fields and the corresponding tax rates.  The jurisdiction code is used for your reporting purposes.

  List Price Maintenance

Product pricing is established using the list price maintenance screens.  List prices are used in order processing to display upon each line entered.  The user can then change as appropriate.  Discounts are then tracked by ARC/400.

List prices are entered using a powerful system of generic values to minimize the data entry requirement.  Prices can be specified independently across sales divisions and organization types for the same products.  Prices can be differentiated by the line type (i.e. sale, preview, rental, etc.).  

                 List Price Maintenance - Detail Screen     17:02:17  12/07/98 

                             Display Mode                                       

           Price List Code . ____  (price list may also be a sales division) 

           Organization_Type ____                                            

           Product . . . . . 0000400_VHS____ THE LEADERSHIP ALLIANCE (64 MINUTES)    
            Or Product Line: __________                    

           Line Type . . . . SL                                              

           List Price. . . . ___895.00  

           Rental/Loan Days. ___        Extra_Day: ______.00                                                      

           Effective Start . ________  End . . ________                      

         Last Maint Date: 10/28/94     Last Maint User ID: COSENTINO            

     List Mode                      Change Mode                Previous    Next 

                              Exit    Search Screen                      

  The Detail List Price Record

	Price List Code
	Specify either a price list or a sales division if the price is limited to a particular price list or sales division.  If the price is valid for all price lists and sales divisions, leave this field blank.  

	Organization Type
	Enter an organization type code if the price is limited to a specific organization type.  Leave this field blank if the price applies to all organization types within this price list.

	Product
	Specify the product number (or use a “?” in the product number field for product search).  If the price is based on line type and applies to all or most products, leave this field blank

	Product Line
	Specify the product line code if the price is based on the product line.  Product and Product Line must not be both specified.

	Line Type
	Specify the line type.  Use "SL" for sale items.  Use a "?" for a list.

	List Price
	Specify the list price.  If this is a rental, for example, the list price for the rental should be entered.  Another record will specify the list price for the sale of the item.

	Rental/Loan Days
	The number of usage days for convertible line item types.  These are the types where the product is expected back such as PV preview, RT rental, and CN consignment.  This field should be left blank for sale and other non-convertible line item types.

	Extra Day
	Specify the price for an extra day of usage.  This applies to rentals and other returnable line types.  Extra day pricing will be calculated by order processing for usage period beyond the rental/loan days.

	Start and End Dates
	Optional.  The start and/or end dates that this record applies to.  If either or both the start and end dates are left blank, there is no limit on that date.


  Powerful Generic Values Minimize Data Entry

Using generic values will minimize the data entry required for defining list prices.  ARC/400 uses a blank field as a generic value.  

A generic value will apply to all values for that field.  For example, leaving the price list/sales division code blank will cause the record to apply to all sales divisions.  If the sales division code and product are left blank, the price will apply to all products in all sales divisions for the line type specified.  Using these generic values is a good way to provide an overall pricing default if not more specifically specified.

Since generic values cause a conflict between a generically defined price and a specifically defined price, the specifically defines record always takes precedence over the generically defined record.

  Examples of Setting Up List Prices

Example 1:
Set up list prices for product AAA as $15, product BBB as $20 and product CCC as $25.  The solution is three records:

	Sales Division
	Product
	Line Type
	Rental Days
	Price

	
	AAA
	SL
	
	15.00

	
	BBB
	SL
	
	20.00

	
	CCC
	SL
	
	25.00


Example 2:
Set up the list prices for three products as in example 1 plus use $30 for all other products.  Use a standard rental change of $5 for a three day rental and $7 for a five day rental.  The EAST sales division charges $9 for previews while all other sales divisions do not charge for two day previews.  The solution is eight records:

	Sales Division
	Product
	Line Type
	Rental Days
	Price

	
	AAA
	SL
	
	15.00

	
	BBB
	SL
	
	20.00

	
	CCC
	SL
	
	25.00

	
	
	SL
	
	30.00

	
	
	RT
	3
	5.00

	
	
	RT
	5
	7.00

	EAST
	
	PV
	2
	9.00

	
	
	PV
	2
	0.00


In the above example, the more specifically defined price will be used over the more generically defined price.  Product AAA will be sold for $15 rather than $30 because the $15 price is more specifically defined.  Product DDD will be sold for $30 because there is no more specifically defined price.

Similarly, a preview of any item for EAST sales division will be charged $9 for the preview because it is more specifically defined than the free preview record.  Sales division WEST will be given free previews because only the generically defined preview price could apply to this transaction.

  Line Types Which Use Sale (SL Type) Line Type Prices

Certain line types which are not SL will use SL line type prices.  This feature allows for all sale-like line types to use one record in the list price files to reduce the data entry requirement.

These line types are defined in the order line type table which is table 902.  See Code Table File Maintenance for more information.

When entering prices for these line types, use SL as the line type.

  Effective Dates

Prices can be changed ahead of time by using the effective dates feature.  Use the last effective date for the current price record and use the first effective date for the new price record.  This will allow the new price to be automatically used when the new date is reached.

  List Price Inquiry

List prices can be viewed by using the prices inquiry on the product inquiry screens or the order line item screens.  The list price inquiry screen will include all the records which might apply to determining the list price of an item.  Additionally, the list price inquiry screen will display promotional prices as well.  See promotional price maintenance for more information.

                       ARC/400 - List Price Alternatives     12:13:00   4/19/02 

                                 Display Mode                                   

   Product: YOU ONLY LIVE TWICE                                                 

Sel List  OrgT  Type   Product            Price  Days Discount  Effective Dates 

 _  NEW2         SL    0000008 VHS         695.00         .00                   

 _  NEW2         RT    0000008 VHS         195.00   3     .00                   

 _  NEW2         PF    0000008 VHS         395.00         .00                   

                                     Return                                

  List Price Selection

During order entry, the list price of an item will be calculated.  However, if there is more than one record which includes the list price for the item and the computer can not determine a single price, a window will be displayed listing the alternative prices for user selection.

                       ARC/400 - List Price Alternatives     13:06:41   4/19/02 

                                Selection Mode                                  

   Product: YOU ONLY LIVE TWICE                               Sales Div: MAIN   

Sel List  OrgT  Type   Product            Price  Days Discount  Effective Dates 

 _  NEW2         RT    0000008 VHS         195.00   3     .00                   

 _  NEW2         RT    0000008 VHS         345.00  10     .00                   

   1=Select                                                                     

                                              Select Zero List Price      
This screen is also used when two or more rental prices might apply.  This is commonly the case when multiple rental periods are defined.

  Price List Clone Feature

In order to make it easier to create new price lists, the price list clone feature will allow you to copy from one price list to another.

                       Clone Price List Utility                       

     Clone_From List: ____    Set End Date: ________ (optional)       

       Clone_To List: ____  Set Start Date: ________ (optional)       

   Organization_Type: ____  (use if Clone-To List applies only to     

                             one organization type)                   

     List Price Codes    Delete    Exit    Cancel    Clone      

Price lists can be cloned from any other price list with start and end dates optionally set.  Price lists can also be deleted when necessary.  This screen is found on the File Maintenance menu.

	Clone From List
	This is a required entry and signifies the price list that you want to copy.  

	Clone To List
	This is a required entry for a clone.  Specify the name of the new list that should be created.  It can not be the name of an existing list (i.e. price entries already created for the list).  

The list must have been previously entered into the price list table.  To  enter into the table, place an @ symbol in the field and press enter to go to the Table File Maintenance screen where a new price list code can be created.

	Organization Type
	Set this value if the new price list will apply to only one organization type code.  The entire Clone From list will be copied with this organization type code placed into all entries.

	Set End Date
	Use this to set the end date in the Clone From price list.  The end date will make the price list ineffective after that date.

	Set Start Date
	Use this to set the start date of the Clone To price list.  The start date will cause the new list to not be effective until that date.

	F23=Delete
	Press Delete to delete the entire price list specified in the Clone From List field.


  Promotional Price Maintenance

Promotional pricing is used to supplement list prices.  A promotional price is a special price which is afforded the customer based upon a promotion code entered at order entry time.  The special price may be a new price or may be a discount percentage which will be applied against the normal list price.

                 Promotion Price Maintenance - Detail       17:19:11  12/07/98 

                             Display Mode                                       

              Price List Code . ____ (price list may also be a sales division)  

              Organization_Type ____                                            

              Product . . . . . _______________

               Or Product Line: ___________                          

              Promotion Code. . MEMBER____                                      

              List Price. . . . ______.00                                       

              Discount Percent. __10.00                                         

              Effective Start . ________  End . . ________                      

         Last Maint Date: 03/19/93     Last Maint User ID: COSENTINO            

  List Mode                      Change Mode                Previous    Next  

                            Exit    Search Screen                        

  The Detail Promotional Price Record

	Price List Code
	Specify either a price list or a sales division if the price is limited to a particular price list or sales division.  If the price is valid for all price lists and sales divisions, leave this field blank.  

	Organization Type
	Enter an organization type code if the price is limited to a specific organization type.  

	Product
	Specify the product number (or press Product Search).  If the price is based on line type and applies to all or most products, leave this field blank

	Product Line
	Specify the product line code if the price is based on the product line.  Product and Product Line must not be both specified.

	Promotion Code
	Specify the promotion code.  Use a "?" for a list.  Use a "@" to set up a new promotion code.  This field is required for entry.

	List Price
	Specify the promotion price if this promotional price should be used in place of a standard list price.  

	Discount Percentage
	The discount percentage to be used in calculating the actual price.  

	Start and End Dates
	Optional.  The start and/or end dates that this record applies to.  If either or both the start and end dates are left blank, there is no limit on that date.  Often the end date is entered to represent the end of the promotion.


  Linking a Promotional Price to a Marketing Campaign

Any promotional price can be linked to a marketing campaign by entering the promotion code into the Campaign File Maintenance in the Tele-Service Management menu.  This will effectively add the promotion code to the order entry promotion code field whenever the Campaign is used in order entry.  See the Campaign File Maintenance in chapter 7.

  How Does Promotional Pricing Affect Order Entry

List pricing and promotional pricing are used during order line item entry.  When first entered or when the promotion code changes, pricing will be calculated.  The pertinent fields are the list price, the discount percentage and the actual price.

If the discount percentage is used with a zero promotional price, the standard list price is used as the list price in the order.  The discount percentage is used to calculate the actual price.

If the discount percentage is zero with a real promotional price, the promotional price is used as the list price in the order.

If the discount percentage is used with a real promotional price, the promotional price is used as the list price in the order.  The discount percentage is used to calculate the actual price.  

  Powerful Generic Values Minimize Data Entry

Using generic values will minimize the data entry required for defining promotional prices.  ARC/400 uses a blank field as a generic value.  

A generic value will apply to all values for that field.  For example, leaving the sales division code blank will cause the record to apply to all sales divisions.  If the sales division code and product are left blank, the price will apply to all products in all sales divisions for the promotion code specified.  Using these generic values is a good way to provide an overall promotional discount.

Since generic values cause a conflict between a generically defined promotional price and a specifically defined promotional price, the specifically defines record always takes precedence over the generically defined record.

  Examples of Setting Up Promotional Prices

Example 1:
Set up promotional prices for product AAA as $15, product BBB as $20 and product CCC as $25 for the PRMO promotion.  The solution is three records:

	Sales Division
	Product
	Promotion
	Discount %
	Price

	
	AAA
	PRMO
	
	15.00

	
	BBB
	PRMO
	
	20.00

	
	CCC
	PRMO
	
	25.00


Example 2:
Set up NEWMEMBER promotional discount of 10% which applies to all products except product EEE which has a 15% discount.  The discount applies to normal list prices.  The solution is two records:

	Sales Division
	Product
	Promotion
	Discount %
	Price

	
	
	NEWMEMBER
	10.00
	

	
	EEE
	NEWMEMBER
	15.00
	


  Promotional Prices and List Prices

These two pricing types must be established with consideration for each other.  Use the product inquiry to display pricing.  This screen will display all pricing including both list prices and promotional prices which apply to a product.

  Quantity Discount Maintenance

Quantity discounts are established using the quantity discount maintenance screen.  This information is used by order entry to automatically calculate the appropriate selling price of an item.  See Price Discounts in Chapter 6.

Note: if the user enters any price in the price field to override the ARC/400 calculated price, there is no more quantity discounting applied to the line as ARC/400 assumes that the user is overriding the price and all other discounting options.

                  Quantity Discounts Maintenance - Detail    12:47:43  10/31/94 

                             Display Mode                                       

                      Sales Division. . BUSN                                    

                      Discount Group. . __________

                      Product . . . . . 7272___________                                 

                      Or Version . . .  __                            

                      Or Extension . . .____                                    

                      Quantity Break. . ____5                                   

                      Discount Percent. __7.00                                  

                      Effective Start . ________  End . . ________

         Last Maint Date: 10/31/00     Last Maint User ID: COSENTINO            

  List Mode                      Change Mode                Previous    Next 

                            Exit    Search Screen                      

ARC/400 supports both line item level discounts and order level discounts.  Line level discounts apply only to one line at a time as the line is entered.  Order level discounts provide apply to all lines in the order and are calculated at the end of the order and upon entry to the Totals screen.  Line level and order level discounts may both be used in one order and are calculated independently.

	Sales Division
	Specify a sales division if the price is limited to a particular sales division.  If the price is valid for all sales divisions, leave this field blank.

	Discount Group
	The discount group that has previously been assigned to products to specify that this group of products will be eligible for order level quantity discounting.  The discounts specified will apply to these products in order entry.

Discount group must be left blanks for line level discounting.

	Product
	Specify the product number (or press Product Search).  

Product must be left blanks for order level discounting.

	Or Version
	Specify the version if the discount applies only to this version.  You can not enter a Version and enter a fully qualified product.
Version must be left blanks for order level discounting.

	Or Extension
	Specify the extension if the discount applies only to this extension code.  You can not enter an Extension and enter a fully qualified product.

Extension must be left blanks for order level discounting.

	Quantity Break
	Specify the quantity level at which point this discount level applies.  If the discount applies to quantities 10 to 19, enter a 10.  Another record will be created for the discount level beginning at 20.

	Discount Percent
	Specify the discount percentage.  The discount must be greater than zero and less than 100%.  Enter 50% as 50.00, not .50

	Start and End Dates
	Optional.  The start and/or end dates that this record applies to.  If either or both the start and end dates are left blank, there is no limit on that date.


  Line Level Quantity Discounts

Line level discounts are simply calculated as the order entry user is entering the order line item.  As the quantity changes, so does the discount level.  

  Order Level Quantity Discounts

Order level discounting is calculated when an order is ended or when the totals screen is requested,.  This means that the quantity discount will not be seen by the user when the line is entered.  It is calculated and then seen by the user only when the order is ended or the totals screen is displayed.

For order level discounting to work, each product in a discount group must be assigned to a Quantity Discount Group using screen 2 of the Product Extension screen.  It does not matter what the code is, but the code will establish the common set of products where a similar discounting arrangement applies. 

In calculating the order discount, ARC/400 adds up the total units of product for each quantity discount group code.  It then applies the quantity discount to each line and updates the total order amounts.

Note: order level discounting does not apply to monetary plan or to other plan type orders.  

Note:  The total units for determining quantity discounting includes all items in a group except for: a) if the line type (table 902) specifies that the line type is not eligible for quantity discounting, b) a credit order or credit line (CT), c) the list price is zero (or unknown), d) the selling price is zero.   ASBL lines (OE BoM) will not figure in quantity discounting, but their components will.

Note: If a user price is entered on a line item, ARC/400 will not change the price.  Additionally, once any unit on a line item has shipped, ARC/400 will not change the price.

Another Example:

                 Quantity Discounts Maintenance - Detail    14:22:57   7/03/00 

                             Display Mode                                       

              Sales Division. . ___                                                

              Discount Group. . GROUP1____                                          

              Product . . . . . _______________                                                

              Or Version . . . .__                                                

              Or Extension . . .____                                                

              Quantity Break. . ____6                                           

              Discount Percent. _10.00                                          

              Effective Start . ________  End . . ________                              

         Last Maint Date: 06/22/00     Last Maint User ID: COSENTINO            

  List Mode                      Change Mode                Previous    Next 

                            Exit    Search Screen                      

The above quantity discount screen is used for both line level discounting and for order level discounting.  For order level discounting, the discount group must be specified while the product numbers cannot be specified.  

Putting the above screen  in list mode makes it a little easier to see the discounting in effect.

                   Quantity Discounts Maintenance - List    15:00:17   7/03/00 

Sel Div Group      Product            Qty  Disc%  Name_______________________                 

        GROUP1                          6  10.00

 _      GROUP1                         15  12.00

 _      GROUP1                         20  16.00

 _ MAIN            0000005 VHS          5   6.00  TOMORROW NEVER DIES  

 _ MAIN            0000005 VHS         10   8.00  TOMORROW NEVER DIES  

 _ MAIN            0000005 VHS         15  12.00  TOMORROW NEVER DIES  

           Select:  1=Display  3=Copy_to_New_Record                             

                                                 Exit    Search Screen      
The first three lines in the list show an order level discounting for a group of products using the GROUP1 code.  The total quantity of units for all of the lines on the order where the product is included in the GROUP1 group will be added up.  If the total is 6 units or more then the order discount of 10% is applied to all of those line items.  If the total is 15 units or more then the order discount of 12% is applied to all of the lines in the GROUP1 group.  

The other lines in the display include a product number so these are line level quantity discounts.

  Maximum vs. Additive Discounts

ARC/400 supports both maximum and additive discounts.  ARC/400 will independently calculate the customer screen discount, the line discount, the order discount and the promotion discount.  Maximum means that the maximum of these will be used as the discount percentage.  Additive means that the total sum of these discounts will be used as the discount percentage.  See the Company Control File for more information. 

  Powerful Generic Values Minimize Data Entry

Using generic values will minimize the data entry required for defining quantity discounts.  ARC/400 uses a blank field as a generic value.  

A generic value will apply to all values for that field.  For example, leaving the sales division code blank will cause the record to apply to all sales divisions.  If the sales division code, group discount and product are left blank, the price will apply to all products in all sales divisions for the extension specified.  Using these generic values is a good way to provide an overall quantity discount default unless another record is more specifically specified.

Since generic values sometimes cause a conflict between a generically defined price and a specifically defined discount, the specifically defined record always takes precedence over the generically defined record.

  Examples of Setting Up Line Quantity Discounts

Example 1:
Set up discounts for group discount code 56993 where 1-5 units is not discounted, 6-15 units is discounted 10%, 16 to 30 units is discounted 15% and more than 30 units is 20%.  The discounts apply only to products with an extension  of VHS and the discount applies equally among all sales divisions.  The solution is three records:

	Sales Division
	Group Discount Code
	Product
	Extension
	Quantity
	Discount Percent

	
	56993
	
	VHS
	6
	10.00

	
	56993
	
	VHS
	16
	15.00

	
	56993
	
	VHS
	31
	20.00


Example 2:
Set up discounts for product P0001 where 1-9 units is not discounted, 10-15 units is discounted 10%, 16 to 30 units is discounted 15% and more than 30 units is 20%.  The discounts apply only to extension VHS and discount apply only to the AAA sales division.  Additionally, all other products (for all sales divisions) receive a discount of 10% when 15 are ordered, but no further discounts occurs.  The solution is four records:

	Sales Division
	Group Discount Code
	Product
	Extension
	Quantity
	Discount Percent

	AAA
	
	P0001 VHS
	
	10
	10.00

	AAA
	
	P0001 VHS
	
	16
	15.00

	AAA
	
	P0001 VHS
	
	31
	20.00

	
	
	
	VHS
	15
	10.00


In the above example, the more specifically defined discount will be used over the more generically defined discount.  Product P0001 satisfies the criteria of all 4 records, but the more specifically defined record will be used (i.e. the first three and not the fourth).

Example 3:
Set up order level discounts where 1-9 units is not discounted, 10-15 units is discounted 10%, 16 to 30 units is discounted 15% and more than 30 units is 20%.  The discounts apply only to products defined in GROUP1 and discount apply only to the AAA sales division.  Discounts do not apply to free Previews.  The solution is three records:

	Sales Division
	Discount Group Code
	Product
	Extension
	Quantity
	Discount Percent

	AAA
	GROUP1
	
	
	10
	10.00

	AAA
	GROUP1
	
	
	16
	15.00

	AAA
	GROUP1
	
	
	31
	20.00


The line type codes (table 902) must specify the desired line types as Quantity Discount Eligible.

  Line Item Discount Control

Each order line type can be defined to support quantity discounts or to ignore quantity discounts.  This information is specified in Table Maintenance for table 902.  

For example, you may elect to disallow quantity discounts for previews and rentals, but discounts apply to the conversion of the preview or rental to sale.  Additionally, line types for services, rights, and other non-tangibles are often excluded from quantity discounting.

  Order Entry Rules

Specific order entry rules apply and govern quantity discounts.  See Chapter 6 for more details.

  Shipping Delay Maintenance

Shipping delay maintenance specifies the number of days that an item is expected to be in-transit depending upon the ship from warehouse, the shipping method, and the ship-to zip code.

The in-transit delay is used in order entry to calculate the usage dates for convertible line items such as previews, rentals and consignments.

                  Shipping Delay Maintenance - Detail        12:59:46  10/31/94 

                             Display Mode                                       

                          Warehouse . . . 001                                   

                          Ship Method . . FDEX                                  

                          3 pos Zip Code. ___                                    

                          Delay Days. . . __1                                   

         Last Maint Date: 03/18/93     Last Maint User ID: COSENTINO            

   List Mode    Change Mode                                  Previous    Next 

                              Exit    Search Screen                      

  The Shipping Delay Record

Multiple records are usually created for each shipping warehouse.  At least one is used for each shipping method.  For US Mail or UPS Ground, the zip code information is often used to distinguish between various in-transit days for different shipping distances.

	Warehouse
	The warehouse which the items are being shipped.  This is a required entry.

	Ship Method
	Optional.  The shipment method used.  Use "?" for a list.  If blanks, then the delay days applies as a default for all shipments from this warehouse, if not more fully specified on other shipping delay records.

	3 Position Zip Code
	Optional.  The first two or three positions of the zip code of the ship-to address.  If entered, the ship method is also required.  If blanks, then the delay days applies as a default for all shipments from this warehouse using the specified shipping method, if not more fully specified on other shipping delay records.

If only two digits of the zip code are entered, it will apply to all zip codes beginning with these two characters.  If three digits are entered, it will apply to all zip codes beginning with these three characters.

	Delay Days
	Number of days in-transit.  Any value of zero or greater is acceptable.


  System Default Shipping Delay Days

The default shipping delay days is specified in the Company Control File.  The default is used if no records in the file are found to be appropriate for the shipment.  See the Company Control File Maintenance procedures for more information.

  Users Priveleges and Properties Maintenance

A users screen entry is required for all users of the ARC/400 system.  The users privileges and properties screen contains various information required to properly operate the system.  There are two portions to the user screen: a main screen and a screen-2 with more information.
  The User Screen

                         User Priveleges and Properties      12:11:01  10/07/05 

                                  Change Mode                                   

                                  Main Screen                                   

                        User ID. . . . COSENTINO                                

  Salutation . . Mr.__                                                          

  Formal Name. . Jay Cosentino_______                                           

  Department . . ADMIN______                                                    

  Telephone. . . 1-847-297-5290______                                           

  Telephone Ext. 226__                                                          

  Formal Title . Vice President of Marketing___                                 

  E-Mail Address jaycos@cacorp.com___________________________________________   

         Last Maint Date: 07/11/05     Last Maint User ID: COSENTINO            

                   Additional Attributes by Pressing Screen 2                   

    List Mode    Display Mode    Delete    Screen-2           Previous    Next  

   E-mail Signature              Exit    Search Screen    Make Change         

                         User Priveleges and Properties      12:17:01  10/07/05 

                                  Change Mode                                   

                              Supplemental Screen                               

                        User ID. . . . COSENTINO                                

          Security Attributes                System Operation Attributes        

       Allow_@_Table_Changes: Y                  Customer_Search_Option: U       

         Allow_Diary_Changes: Y                  Put All Orders on Hold: N      

Access Confidential Accounts: Y                  Product_Search_Mfg_Dft: N       

     Change Protected Fields: Y               Message Break into Screen: Y       

              Security Class: ACC                    BCC_E-Mail_To_User: Y      

               First Menu No: 30                Signature Home Location: _288006
    View Full Credit Card No: Y                      Standard Warehouse: ___    

                                                Sales Division Override: ____   

       TeleService Attributes                                                   

        Call_Schedule_Option: S                                                 

         Call_Q_ALARM_Active: Y                                                 

       Update_Last-Call_Date: Y                                                  

        Letter_Select_Prefix: __                                                  

           Fax_Select_Prefix: __                                                  

                                                                                    List Mode    Display Mode    Delete    Main Screen           Previous    Next  

   E-mail Signature              Exit    Search Screen    Make Change         

	User ID
	For system users, specify the user ID that was used in the iSeries user profile.  To create a call queue only, enter the call queue name which must be different than any user of the system.

	Salutation
	The salutation used in letters and other documents.  Blanks are allowed.

	Formal Name
	The full name used in letters and other documents.

	Department
	The department name.  The department segregates diary notes to exclude diary notes from the display for others in other departments.  Use "?" for a list.

	Telephone
	The telephone number of this user.  Note:  The main telephone number for an organization is in the Company Control File.  If an entire sales division uses a different telephone number, that number is specified in the Sales Division Table (040).  But the telephone number in the user file will override all of the above and will be used if specified.  Telephone numbers are primarily used on invoices, packing lists, and optionally in letters.

	Telephone Ext.
	The telephone extension number for letters and other documents

	Formal Title
	The individual's title used for letters and other documents.

	E-Mail Address
	The e-mail address of the user which is used for e-mail and is placed into fax cover letters, documents, direct mail letters and direct mail file output.

	Security Attributes
	

	Allow @ Table Changes
	Many of the table maintenance fields allow the use to enter either a ? or an @ for special processing.  The ? will display a pop-up selection window.  The @ will display the table maintenance program to allow the user to add, change or delete table entries.  

Specify “N” if the @ feature should be disabled for this user.

	Allow Diary Changes
	Specify “Y” or “N”.  If “Y”, this user is allowed to edit past diary entries by making textual changes.  

	Access Confidential Accounts
	Specify Y or N or blanks.  Confidential Accounts are determined based upon the value in the Confidentiality Control in the Company Control File, ARC/400 Control Fields.  
Specify Y or N to allow or deny ability to change such fields.  Set to blanks to cause the similar field value in the Security Class to be used to allow or deny.  

	Change Protected Fields
	Specify Y or N or blanks.  Protected fields are established in the Display File Definition Maintenance screen in the Systems Administrator menu.  Certain fields in the Customer Location screen, Contact screen, Product Title screen and the Product Extension screen can be setup as protected so certain users can change and others can not change.

This attribute is also used to authorize a user to change customer passwords which are used by the company web site.  See the Contact screen.  
Specify Y or N to allow or deny ability to change such fields.  Set to blanks to cause the similar field value in the Security Class to be used to allow or deny.  

	Security Class
	The security class.  Use "?" for a list.  See the security procedures for more information

	First Menu
	The menu number of the first menu displayed after sign-on.  This number is not the number found on the menu, but the number as the number is defined using menu file maintenance on the security administrator menu.  The first menu number is used for implementing security since the scope of the users access is limited by the menu options in this menu and its submenus.

	View Full Credit Card No.
	Set to “Y” if the user has privileges to view full credit card numbers in all credit card screens.  Normally, only the first four and the last four numbers are displayed for security purposes.  Only those users whose jobs require access to full credit card numbers should be given this privilege.

	Systems Operation Attributes
	

	Customer Search Option
	Specify “C” for Country Search option or specify “U” for User Field Search option; user field search is the default.  The format of the Customer Search screen changes to accommodate either one or the other of these search options.

Note: ARC/400 users whose home country is not the United States or Canada are not affected by this option; a country search is the standard for such users. 

	Put All Orders on Hold
	Specify “Y” or “N”.  If “Y”, all orders entered or changed by this user will be placed on USERHOLD status.  The order is on hold until the order is reviewed by appropriate personnel using the Orders On Hold screen in the AR menu.

	Product Search Mfg Default
	On a Product Search, manufacturing items will not display for users unless the Mfg filter is changed to Y.  Specify Y to change the default for this user so the user does not need to change the Mfg filter.  This option is typically used by warehouse and/or inventory control people who need to view manufacturing items regularly.

	Message Break into Screen
	Sets the default behavior for how messages are delivered to users.  Set to Y for messages to interrupt the user with a full screen display.  Set to N (default) for messages to be displayed at the bottom of the screen.  The disadvantage of the bottom of the screen option is tht the message may be past the user before he/she realizes it.  In either case, messages can be reviewed by the user using the Receive Your Messages option on many menus.

	BCC_E-Mail To User
	Set to Y for ARC/400 to send this user a blind carbon copy of all e-mails sent by this user by ARC/400.  Since ARC/400 is not sending e-mails from the user’s e-mail account, the sender’s e-mail will not go into the sender’s normal Sent Items folder.  This feature allows the user to record and save a copy of the e-mails.

	Signature Home Location
	This is a location number that overrides the default Home Location for creating e-mail signatures.  See E-Mail Signature Home Company Setup in the Company Control File menu.

	Standard Warehouse
	The default warehouse for this person.  If blanks, the default warehouse in the Company Control File is used.  This field is only useful for those using the warehouse and shipping menu.

	Sales Division Override
	Applies only to sales people who are assigned to multiple sales divisions.  For multiple sales divisions, the specified sales division will be used for order entry default and for the accumulation of Tele-Service statistics.

	TeleService Attributes
	

	Call Schedule Option
	Specify “S” or “U”.  The Tele-service Schedule a Call Back screen will schedule a call in the call queue of the identified user on the screen.  The default user can either be the current user (“U” option which is the default if left blank) or the assigned sales person (“S” option).

	Call Queue ALARM Active
	Specify “Y” or “N”.  Determines for this user if the Call Queue Alarm feature is active.  To be active, the Company Control File marketing parameters screen must also specify “Y” to activate the feature.

The Call Queue Alarm feature will break into your session with an alarm message when it is time to call a client.  The alarm feature only applies to calls scheduled for the current day and these calls have a specific call back time specified.

	Update Last Call Date
	Specify “Y” or “N”, with yes being the default.  When one makes a call using the TeleService system, should the last call date be updated?  The answer is usually yes if the person is a salesperson.  The answer may be no if the person is a support or accounting person.  The last call date is used for marketing purposes.

	Letter Select Prefix
	Specify to limit the letter selection screen to display only letter with an ID with the same prefix as specified here.  This is used so multiple departments may have their own lists of letters without interfering with other lists from other departments.

	Fax Select Prefix
	Specify to limit the fax selection screen to display only fax items with an ID with the same prefix as specified here.  This is used so multiple departments may have their own lists of fax items without interfering with other lists from other departments.


  Deleting User File Records

Users file records can be deleted from the system causing the user to not have access to the system thereafter.  However, to delete any user record, all call queue entries for the user must be deleted first.

  Creating Call Queues Not Associated With A Person

A call queue is created for every system user.  The call queue name is the same as the user ID.  The call queue name is displayed on the Call Management screen within Tele-Service.  The call queue can be changed using Change User Call Queue on the customer management menu.

A call queue can be created for any purpose and does not have to be associated with a person.  Anyone can use the call queue after it is created.

To create a call queue, enter a new user into the users file.  Use any name for the user ID except for the user IDs of other users.  You must enter the department, the security class, and the first menu number.  Use any values since they will not be used.

  Work Days Calendar Maintenance

The work days calendar is used to specify which days are work days and which days are not.  Many screens and processes of ARC/400 will count work days so that scheduling over a weekend or holiday is taken into consideration.

The work days calendar is used to view, add to and change the calendar records.  You may specify any day as a working day, a weekend day or a holiday day.  

The display will be in a calendar format showing one calendar month at a time.  Use the Roll keys to move forward or backward in the calendar, one month at a time.  If changes are made, press Accept to accept the changes.

         Work Days Calendar Maintenance        

  Week of:  SUN  MON  TUE  WED  THR  FRI  SAT  

  09/25/94                                 S   

  10/02/94   S                             S   

  10/09/94   S                             S   

  10/16/94   S                             S   

  10/23/94   S                             S   

  10/30/94   S                                 

      S=Weekend; H=Holiday; Blank=Workday      

                    Cancel    Accept      
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