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Introduction

Overview

This user guide explains many of the components of General Accounting.

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157
US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note

For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of

issues.
EFI Professional Services
US Phone: 651.365.5321
US Fax: 651.365.5334
E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI| software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EFI| software plus offer a range of training options.
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Customer Master File

Overview

The Customer Master File defines the entities you will create quotes, jobs, and invoices for. The Customer
Master file information in PrintStream can be keyed directly into the Customer Master File screen or imported
with a specifically formatted Microsoft Excel spreadsheet. (The second option generally takes 2 weeks up front to
construct a proper download program and to format the data.)

Manual Customer Creation
Prior to creating the Customer Master File, the following items must be defined:
e SIC (Standard Industrial Classification) Codes (at least one SIC code)
e Sales Representatives and CSR’s
e Sales Tax Codes
These items are created in Customer Master File> Modules. Please refer to the Modules section of this
document for more information on these items.
To manually create a customer record
1. Right-click within the tree area of the screen.

Any customer can be created by right-clicking any letter.

S\« Customers List for the 01 EFI
File Modules Options Utility Window Cloning Option

AL Al R

Master Files Custon
= R I*
)

Add New Customer

View Customer Inform
View Customer (Credits) Billing Notes
View Customer Shipping Notes

Delete Customer

i

2. Select Add New Customer. A blank customer record becomes available.
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3. Enter customer data into the form using field information criteria.

g}_ Customer @

Account No|100 Auto Name: (The Perfect Storm

Address: |656 Main Street Contact: Steven Thoms Jr.

Phone: 331-332-3334
e 31320 Fax:
City: MIDWAY Monthly sale: 20.00
County : |LIBERTY Acct Status: B - 30 day Account = |

£ Since: 212772002

State: IGA Country: USA = Payment Days: |30 ince:

Terms: Terms notes
Salesrep: |House Account It JEES
CSR: Kathy DiPaolo | - tepats ‘
P = Tax Code: |02 2% City tax ~|

= Cred Limit:  |$9,999,999.00 Currenc: UsA -

Collector ~

Cred Ref: |
Search: {* ByCode { By Group{ By Ind

i Aty — Internal Customer - Suppress Statements [ UseVar [

SIC Code: {9589 - miscelaneous - [ s —— - o W vaiu= o
Group: migcellaneous Tax enforced - Bypass Credit Check [~
TIEEE Short Remarks | Store/Franchise | Reporting Grnuping] Marketing So1 4 | *
O/B Ref: | -

Tax#: Allowed WES [ I
. Place Customer
Postage j' on Cradit Hold |

Charge tor
Storage [ Free Storage Days [g

Overs/Unders |0 0

Order Entry Notes [~ Customer i the Postage Customer for the Customer....

Packing Slip Address Customer#

Biling (Customer Credits) Notes Customes : |

ST ITES Share Customer with Companies

Addresses " Bil Customer Directty{Horizontal) {+ Bill Job's Owner (Vertical)
Packing Profile Cmp Code | AcctMNo Mame
W
Lt of Postage Castomers [ oz PRINT PrintStream
Customer Standard Specifications
Time Stamped Notes | Add Close

m

Field information
Following are explanations of each field information criteria.
Account No & Auto

The account number can be alpha, alpha numeric, or numeric and up to 8 characters in length. It is a required
field and must be unique in the system. To select the next available customer number, the Auto button can be
used. The number auto-populates incrementally from the highest historical customer number stored in
PrintStream. If the numbering schema for Prospects is being used, this number will be the next prospect number
available.

Name

The customer name can be up to 40 characters in length and can be alpha and numeric. It is required and must
be unique to the system.

Address

Address Line #1 holds 30 alpha numeric characters. Address Line #2 can be used for suite numbers, etc., and
also holds 30 alpha numeric characters. This address is the default address for AR Invoices. Optional.

Zip

A 12 character, numeric field. Optional, unless the Sales Tax Module is used.
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City

A 30 character alpha numeric field. This is optional.

County

Used only in the Sales Tax Module and auto-populates when a zip code is entered.

State

A 2 character, alpha field. This is optional.

Country

Select a country from the drop-down list. USA is the default. This field is for use in the customer address.
Salesrep

The name of the Salesrep assigned to the customer. Select from a previously designed drop-down list that is
created in Customer Master File> Modules>Salesreps, CSR’s. The Salesrep field is 25 characters in length.
This field is required. A Salesrep only appears in the drop-down list if it is set to active in the Salesreps Module.
Clicking the ellipsis button to the right of the field allows you to assign more than one salesrep to a customer and
set the commission split percentages.

CSR

The name of the CSR assigned to the customer. A drop-down list for CSR selection is created in Customer
Master File> Modules>Salesreps, CSR’s. This is an optional selection of 25 alpha characters. A CSR only
appears in the drop-down list if it is set to active in the Salesreps Module. Clicking the ellipsis button to the right
of the field allows you to assign more than one CSR to a customer.

Manager

The name of the Sales Manager. This is the same as Salesreps and CSR information. The Manager name only
appears in the drop-down list if it has been created and is set to active in the Salesreps Module.

Collector

The name of the Collector assigned to this customer. The Collector is related to the AR Customer Collections
Module.

SIC Code for Customer

The drop-down list can be loaded by Group, by Industry, or by Code (the default). It can also be added directly.
The field is optional and holds 4 numeric characters. Please refer to the NAICS/SIC Codes section of this
document for information on establishing SIC/NAICS codes in PrintStream.

D/B Ref

For Dun & Bradstreet Info or the entry point code used in Mail.Dat. This field holds up to 14 alpha-numeric
characters.

Tax #

Federal ID number for non-taxable entities. This is 15 characters in length and is numeric only. If the customer
Tax ID number is in this field, it prints on the invoice in the lower left side. This field is optional.

Allowed WEB

For Fulfillment customers, setting this flag allows the customer to log in via the internet and view various modules
specific to their own information, i.e., inventory and invoices. This also works in conjunction with the Customer
View program.

Postage

Users have the option of selecting Revolving, Permanent, or Job Specific. Currently, this is for informational
purposes only and does not print on any reports. R = Revolving, P = Permanent, J = Job specific. This field holds
one alpha character and is optional.
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Place Customer on Credit Hold

This setting prevents any new jobs from being created or estimates from being converted to a job for this
customer.

Charge for Storage

Select this check box if the customer is to be charged a monthly fee for its warehoused inventory items. This is
part of the setup for the Inventory Storage Charge Module. Please reference the specific documentation for this
module for details.

Free Storage Days

Enter a value into this field to set the number of days a customer’s inventory items can be stored before they
accumulate a storage charge. This is also part of the setup for the Inventory Storage Charges Module.

Overs/Unders

These are percentage fields for the allowable variance amounts on job quantities. When a number other than 0 is
entered here, any newly created job displays the defaulted values in the Quote Header screen. The
Overs/Unders percentages are also displayed on the work ticket.

Contact

The contact for the customer. This field can contain up to 30 alpha numeric characters. This is the default
contact, typically used as the invoice contact. Other contacts are defined in the addresses section of the
Customer screen. This field is optional.

Phone

This is the telephone number for the customer. It is an 18 character numeric field and is optional.
Fax

Enter the Customer Fax number. This is an 18 character, numeric field and is optional.

Monthly Sale

This is an amount projected to sell (a goal) to the customer on a monthly basis. This is a 10 character, numeric
field and is optional. This amount is used in the Sales Support Module, Sales vs. Customer Budget by Salesrep
Report.

Account Status

Status A = Payment terms other than 30 days. User-defined (Payment days must entered), Status B = 30 day
payment terms, Status C = C.0.D., Status D = Refer to Manager, Status N = New Entry, Status P = Prospect, 1
character, alpha field that is required. See the end of this document for Prospect to Customer conversion
procedure. Status D, N, and P will prevent any estimate from being converted to a job.

Payment Days

If status = A or B, enter the number of days to pay. This is a 2 character numeric field that is required if status A
or B are selected.

Since

MM/DD/YYYY — The date you began work with this customer. It is 8 characters and numeric. This field is
informational only. it currently does not flow to any reports. This is a required field, so it is automatically
populated with the current date in the system, but can be edited as needed.

Terms

For the terms description, this is a 50 character, alpha field that is optional.

Remarks

This is a 25 character alpha numeric field that is optional and currently informational only.
Tax Code

A 2 digit code, previously defined in the Modules section of Customer Master File. This is a required field. For
more on tax codes, see the Modules section of this document.
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Credit Limit

Enter the dollar amount of the credit limit. This is a 15 character numeric field that is required for all customer
types. If the credit limit is zero, estimates cannot be converted to jobs. This is a required field.

Currency

This is a required field that, if necessary, is used as part of currency definition. This field auto-fills with the
country from company setup, unless multi-currency (add-on feature) is being used.

Credit Ref

This field contains the credit reference description. It is a 15 character alpha numeric field that is optional. This
information does not flow to reports and is available from this screen only.

Internal Customer

When this check box is selected, this customer’s information is sub-totaled separately on the AR Aging and the
Invoices by Date Report.

Service Charge

This check box is selected to enable the calculation of service charges on past due balances when using the
Accounts Receivable Customer Collection program.

Tax Enforced

For use by Canadian customers. Please reference documentation specific to Canadian tax.

Suppress Statements

When this check box is selected, a Customer Statement report is not printed for this customer from AR Reporter.
Active Access

When this check box is selected, the customer has active status. For more details, see the section on Inactive
Customers in this document.

Bypass Credit Check

This feature enables an accounting department to place a credit "bypass" flag on a customer. This has the effect
of allowing one quote to be turned into a job, bypassing the credit check, and then closing the credit check
immediately afterwards to prevent further jobs from being entered without credit approval.

This feature allows a credit department to maintain a customer on an existing credit limit or credit status, but for
individual jobs (based on the bypass credit approval) to be entered without having to artificially change the credit
terms. The credit department would approve the override by going into the customer master file and setting the
account to Bypass Credit Check. As the FIRST job to be created for the customer is entered, the system would
allow this first job through the credit check, and then automatically clear the Bypass Credit Check check box so
any future work would again need to be cleared by the credit department. The differences between this and just
allowing the credit department to raise the credit limit are:

e  Credit limit can be maintained at an appropriate permanent level.
e There is no need to temporarily change the credit status.

e By setting the flag up ahead of time, the credit department does not have to be available at the time the
job is created. This is important when the job needs to be created at such a time.

Short Remarks/Store Franchise tabs

This information is accessed in this screen or in the SQL search screen. In Mail Estimating, Print Estimating, and
Print Order Entry, the ability to search by store/franchise has been added to the search/open quote and in the
create new header screen.

Reporting Grouping tab

The following reports in AR Reporter allow reporting by group: Invoices by Date, Invoices by Sales Rep,
Customer Sales Volume, and AR Aging. See the Modules section below for creating the Group.
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Marketing Source Code tab

This field is informational only at this time. Marketing codes can be established from the Modules (see further in
this document). These marketing codes can then be assigned to customers.

Customer is Postage Customer for the Customer....

If this check box is selected, this customer can be a sub account for use with the Postage Sub Account feature.
The Postage Sub Account (PSA) feature was designed for jobs where the customer referenced on the job is
acting as an Agency between the House and the Agency’s customer (sub customer), and the sub customer is
responsible for the postage portion of the job. The customer acting as the Agency must be defined in Master
Files Customer. The sub customer must also be defined in Master Files Customer with the Customer is the
Postage Customer for the Customer option checked referencing the Agency in the Customer # and the Customer
fields.

For detailed information on how to use this feature, please refer to the Postage Module documentation.
Share Customer with Companies

Designed for multi-company users to indicate the default invoicing method for the customer as well as the
companies allowed access to the customer account.

Horizontal Invoicing - Each company involved on the job sends an invoice to the customer for their
respective billing.

Vertical Invoicing - The shared companies on the job create inter-company invoices to the company the job
was created in, while the company that owns the job sends one invoice to the customer billing services for
all companies involved on the job.

Sharing customers aids in sharing jobs between companies and creates flexibility when generating an invoice to
a customer for a shared job. Sharing a customer with other companies also allows the shared companies to
create jobs to the customer, generate financial and accounting transactions to the customer, etc. For further
instruction on how to use this multi-company setting, please refer to the Multi-company document.

Once the customer record is saved, the following Optional fields are activated:
Order Entry Notes

These notes can be viewed when creating jobs for this customer.

Packing Slip Address

This address defaults on packing slips for this customer.

Billing (Customer Credits) Notes

Comments entered here are available for viewing in the invoicing screen. When billing notes have been entered,
a blue check mark appears on the Notes tab in AR invoicing.

Shipping Notes
These notes are seen when creating shipments to this customer when using the Shipping Module.
Packing Profile

Related to setup used in the Book Estimating Module. See the specific documentation for that module for details
related to the packaging profile.
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Addresses

This is a table that saves more than one address for a customer. Additional addresses can be accessed from the
Shipping Module, the Misc. tab in AR Invoice Entry, Estimating, and Order Entry. Alternate Addresses have 2
fields: first name and last name. Currently, the Title field is not printed on reports, forms, etc. The Name field
should be used for the contact for the address.

ive | Type Ho Name of the Address ||| No: IU Active Address [
Active D The Perfect Stom _
Active S T 2 ThePerfect Stom Name: IThe Per'feot Storm
ive B 3 ThePerfectStom Address]656 Main Street
ive B 4ThePerfectStom |
Zp [z
City:  [MIDWAY
County: [LIBERTY
State: [GA  County: [USA UNITED STATES ~|
[ Veiify Address For Tax Engine | |
= I =<

Phone: [331-332-3334

Fax: I
Email: |btandon@pth!sttmcom
Contact Title:
Contact Name: Steven Thoms Jr.
Date Entered: 9/19/2012
Date Edited: 9/13/2012

Save Addresses Order Preferences I Used by Shipping Module

20

The zip code can be verified to indicate whether the county, city, and state match the zip code with the Verify
Address For Tax Engine button.

Close I

Save I

* Double click on selected for the address.....
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Billing and Shipping Addresses - You cannot use the Billing address in the Shipping address field in
PrintStream modules. The Shipping program defaults to the lowest numbered address other than 0 (now it uses
999999 unless other addresses are added). When defining new customers, saving the record automatically
creates an address 0 and 999999.

Address cloning when adding additional addresses - You can change the order for addresses (for display in
shipping) by changing the address number, using Save Addresses Order Preferences. The address on the main
screen, defined as address #0, is the default address used for all items for this customer. Most commonly, this is
the contact used when billing the customer. Additional addresses are created in this screen for additional
production contacts, “sub” customers, i.e., customers of the main customer, additional departments, etc. In
PrintStream, whenever a customer’s address can be selected, these additional addresses are available to
choose from. The highest numbered address is the default address for shipments to the customer.

List of Postage Customers

This button only appears when this customer is not a Postage customer for another customer. If this customer
has other customers attached as postage customers, then this button takes you to a list of those customers. You
may also attach postage customers through this screen.

-

< List of Postage Customers for the 001 Spring Air @
Postage
Customer Postage Customer Name
Ac No

1 [001SUB  JPostage Sub

7l I » |
Customer#

Customer : I

Dekete | Add | | Close

Customer Standard Specifications

This field allows files to be attached that are specific to the customer.

%6 Streamline Media Manager - 001 Spring Air customer standard specifications. @
= O X

Add Rename Remove

Close
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Time Stamped Notes

Customer Time Stamped Notes can be entered at the AR Invoicing level, in the Shipping program, and in Sales
Prebill. These notes show behind the Notes tab of AR Invoicing as well as in the Master Files Customer
program/Time Stamped Notes button.

;{ff Customer's 200 Time Stamped Notes @

@ SortbyDate ¢ Sort by Subject Print |
5/3/201310:14 - BILLING NOTES by LS. Contact: =
Alwanz include 2 invoice copies. - ’V

Menus for Customer Master File

File

N\« Customers List for the 01 EFI

Modules Options Utility Window Cloning
Search By.....

Refresh Tree
Setup >
Customer List Report

Default All Existing Customers to Active

Exit
i v
Search By

For SQL databases, this search screen allows filter criteria to be input and searched on in the customer master
file. Each criteria field allows a partial string to be searched on. Multiple criteria can also be searched
simultaneously. This produces a search results list that meets the filter criteria. A single record can then be
chosen from this list to edit in the standard Customer Master File screen. The search criteria filters that are
available in this screen include account number, name, active status, salesrep, CSR, contact name, city, state,
Zip, phone, store, and franchise, as well as the various credit statuses.

i Customers List for the 01 EFI - [Search for the Customer] ==
# File Modules Options Utility Window Cloning Options Help
£ ||| |d| =)
H Find Custt B
Master Files Custom | ™ ™"
Ac No. Contact Name:

A
i Name: | Ciy.
=& B State:
e j C " Active " NotActive (+ Both ——

Zip.

e %2 Salesre - Phone.
)
kS j F CSR: hd Store:
5 j G Franchise:
* %IH Account CreditStatus: A ¥ B W C ¥ DWW N P W x ¥ Search Cancel
)
w8
=1 K
L ored | active | Customer Ao Cytomer | SSesteRpopyane GO | aggei | addiess2 | Address3 2P Phae St panchise
i latus Hame Name Hame Nurber
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Refresh Tree
Closes expanded items in tree.
Setup

Allows user to return the tree to the original format (layout).

S Customers List for the 01 EFI
File | Modules Options Lhility Window Cloning Options  Help

Search By.....
Refresh Tree
Customer List Report

Default All Existing Customers to Active
Exit

Customer List Report

Use this option to preview/print the Customer List.

& Customer Listing
r Customer
=l
From I -
. =l
To: I j=|
Active Salesrep Name
1 s Andrea Cox
; : E:;':d’:”ka‘d-"' ) Mark All Salesreps
4 ¥ DM Everything
Mark Active Salesi
5 [ v DMM Sales Guy @ rrere s
4 b Houge Account
Mark NOT Active Salesi
7 @ Leah ariw/ynsberghe @ Ve aEsiens
] s Linda Pollard
9 [ [ il
10 Y Marma Melsen
11 " Ray Melnlyre
12 Y sheelah
13 s Suellen Jones
- Type
User Defined 30 days C.0.D.
Refer PROSP Check
r Content
() Detail Q) Summary
Print All Addresses. Frint Biling Motes
D Suppress Customers without Billing Notes
Sort By
[ (& customer Code ) Customer Name |
Active Mot Active Just Primary for the Company
Print Customer Terms as appeared at Customer editing screen
Preview I Print Cancel




20 ® EFI PrintStream | User Guide

——

Default All Existing Customers to Active

This is a utility that marks all customers with an active status. Be advised that the only way to mark a customer
as not active is one at a time in the individual master files, so use this utility with caution. A confirmation window
opens when this option is selected, so make sure you want to complete the process.

Confirm X
This utility will mark each existing customer
as an ACTIVE customer

Are you sure - you want to proceed?

Yes No

The following screen displays once the process is finished.

All Customers marked as an ACTIVE... @

! \ Done

Exit

This option closes the Master Files Customer Module.

Modules

S« Customers List for the 01 EFI
File Options Utility Window Cloning Options  Hel

% ﬁ Sales Tax Codes

SIC Codes

Sales Reps And CSRs

Customers:Assign Salesrep,Assign Active Flag

Customer: DSF flag Editing

|

Define Customers Grouping for Reporting
Assign the Min Postage Balance for Customer(s)
Customer Marketing/ Source Codes

Set Email Notification from Shipping Option

0 v o g v e e

:

Sales Tax Codes (Not used if the tax engine is used)

Use this to setup Sales Tax amounts to be applied to customer invoices. Each customer must be assigned a
default sales tax rate based on this table. These rates are also used in the Accounts Payable Module. When
setting up the rates, alpha numeric codes can be used. The rate should be defined as 7 for 7% or 5.5 for 5.5%.
Two codes should also be entered for freight: one taxable and one non-taxable. The codes established here will
help you to determine the amounts due to your taxing entities. The AR Reporter, Month End Sales Tax Report
segregates amounts by code. Canadian users should define PST rates here. GST is applied when invoicing and
is defined in MF Reports. Some states require the use of multiple rates. We suggest using one rate that includes
both county and state rates combined. For example, a county rate of 4% and a state rate of 1% would combine
to be 5%.



V21.1.0200 General Accounting ® 21

For additional sales tax needs, contact your EFI PrintStream Support to discuss the other options available.
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SIC Codes

——

A spreadsheet containing a sampling of NAICS codes is available. Due to the customer base of our clients and
their product mix, we expect you will review and remove detail in certain categories, and add detail in other
categories. This is simply a matter of someone deleting the industry from the standard table and adding it as a
new industry in their preferred group. Contact EF| PrintStream Accounting Support for information on how to use
the NAICS import. If you would like to use a custom set of codes, please keep the format setup in the worksheet.

% Customers List for the 01 EFT
File Modules Options Utility Window Cloning Options Help
4| |04 )|
= e e e e e e e e e
01 Master Files Customer #¥, SIC Codes ==
- A
+ % B Code Group Industry -
* f EEEE Imiscellanenus
* E C 1110 [Agriculture Fishing & Hunting Crop Production & Mursery
4] E D 1120 Agriculture Fishing & Hunting Arimal Production & B anching
+]- E E 1130 Agriculture Fishing & Hunting Faresty & Logging
+ E F 1140 Agriculture Fishing & Hunting Fishing. Hunting & Trapping
+ E G 1180 Agriculture Fishing & Hunting Agriculture Services/Contracto
o E H 2110 Mining, 0il & Gas Oil & Gas Extraction
+'_ E I 2120 | Mining, Oil & Gas ining [except Oil & Gaz)
= E J 2130 | Mining, il & Gas tining Support Services
: 2211 Utilities |tilities: Electricity
* E K 2212 Utilities Utilities: M atural Gas
k) E L 213 Utilities Utilities: ' ater, Sewerage
+- E M 2330 | Construction Builder/Developer/Contractor |
+- 8 N 4] 3
+ E [0} '
+ E P Code: Group: I
+8 Q Industry: |
=81 R Add Close
+ E S
o B 1
|‘.._—'.| H |= 600_400_04 Acct SIC NAICS Code Import [Compatibility Mode] - Microsoft Ex
Home Insert Page Layout Formulas Data Review View
l_-‘j & cut Arial 10 v AN = f;‘l ;Wrap Text General - *;j,‘
Past I === <8 00 C d':“ I
aste f Format Fainter I EE=E FadMerge & Center = % ~ % ¢ %A 5% Fo"r;a'téi"n”ga_
Clipboard Alignment Mumber . 5
A178 - Je
A B C D E F G
bl bl b |
4 Description 1 Description 2 Code 2 Code 3 Code 4 EOR
2 1110 Agriculture Fishing & Hunting Crop Production & Nursery 11 1 0 EOR
3 1120 Agriculture Fishing & Hunting Animal Production & Ranching 11 2 0 EOR
4 1130 Agriculture Fishing & Hunting Forestry & Logging 11 3 0 EOR
5 1140 Agriculture Fishing & Hunting Fishing, Hunting & Trapping 11 4 0 EOR
6 1150 Agriculture Fishing & Hunting Agriculture Services/Contractor 11 5 0 EOR
7 2110 Mining, Oil & Gas Oil & Gas Extraction 21 1 0 EOR
g8 2120 Mining, Oil & Gas Mining (except Oil & Gas) Al 2 0 EOR

Sales Reps and CSR’s

This section must be completed prior to importing or entering new customers. All customers and all jobs must
have a salesrep assigned. The CSR, estimator, planner, collector, and manager are optional. The salesrep
number and title are user defined. The Active check box must be selected in order to see the name on the drop-
down lists throughout estimating and accounting.
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"\ Customers List for the 01 EFI (=N
OF File Modules Options Utility Window Cloning Options  Help -
[ a% 6] 5)
01 Master Files Customer T Name Riep.| CSA | Estin| Planner CallectMan Active e [
w8 A [ JHouse Account E = E [0 0 O =
+ B 2 ChisKinkaidy W E = O O OHE Weme: [qouseAccount
w & C 5 Michslle MW = = ™ IR
5 D 87 SusllenJones M = = [F A [ = Title: |salesrep
E 43 FobHales HEHE A [ B E Terrtory:
ry:
w8 E 5 BelyWhie HEE O O O
=8 F 9999 test HOE E 0 0 O - Type
=8 G 10 Linda Pallard M ¥ 5 ¥ b0 O = Salesreps Jv  Estmator [# csR [
v
* jIH li ::Ri[c)l‘zlirn: j ﬂ f E E % ﬂ Manager [~ Planner | Colector |
H %J 50 Andiea Cox @ E A 0= * Can select only up to three types.
: 5 K 51 OpalRichey HE = O 0 O = Active I
i 52 DMM CSRGu1 HE = O 0O 0O =5 Sales Rep Contact Info— Cont Info Active? [
] 53 DMM CSRGW2 R RGN Phone #
=M 54 DMM Sales Guy W = m [ [ [ = Fane
= 8N 55 DMM Everything B & = [0 B B = s
= 8o 3 sheelsh ¥ E E O O B = Email ID:
WP 8 Claude W E E O [0 0OH
Show only:
w & aQ 21 MomaMeken ¥ g 0 [0 0=
i %R 100 LeshVariwynsberghe M =m0 O 0| SIS W &S (W
w8 s 4 “wiliam Jensen m W = [F & [ = Estimators. [C  Active r
BT Commission Factor
w8 U Accessible from the
w8 v Commission/ AP System
w W Account No as the Vendor
w8 X
=8y
28z
= #) Other
@ Add Close

Salesrep changes/deletions - Salesreps, CSRs, Estimators, Planners, Collectors, and Managers cannot be
deleted after creation. To discontinue use of these, please clear the Active check box. To move the customers
assigned to that salesrep to a different salesrep, right-click the old salesrep and select Universal change of
salesrep in masterfile.

S Custorners List for the 01 EFI
g’; File Modules Options Utility Window Cloning Options  Help
L@ |0 4]

- 01 Master Files Customer Mum | Hame Fep CSA | Estim | Planner |CollectMan Achive
& @ A 1 Houze Account E = E O[F B O E
B 2 Chrig Kinkaidy M EM = [0 EER
'+ E c 5 Michelz E = B @ F O =
a7 Suellen Jores E = O [ B O =
=R D 49 | Fob Hales N E B [ I ER
*' E 25 | Belty whits = ¥ = 0 I [ =
+ FF 9999 | test H B = 0 O O =
=R G 10 |Linda Pallard W ¥ = |9 0 [0 =&
+ @ - 12 K.athy DiPaalo m E E [0 [ & =
A @ | 44 Ray Melntre M E =[O B O =
o J A0 Andrea Cox R B O =
'+ E K 1 Opal Richey m E E [0 B O =
52 DMM CSRGuyl = ¥ = ] B 0 =
=8 L 53 DMM CSRGuyZ N B B A I ER
81 M Fd | DMM Sales Guy FIICITIE 0 [0 =
+ F N 55 DMM Everpthing W E = 0 0 O
+ E o ) I_Isheelah Universal change of salesrep in masterfile
3 @ ] 8 Claude | !

Click Yes to continue.

Confirm 3

{0‘\ Are you sure?
Yes I No
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PrintStream searches and shows you a list of customers assigned to that individual. Enter the name of the new
salesrep, exactly as it appears in the list, and click OK. PrintStream automatically changes all of the customers to

the new salesrep. (The new salesrep must have been created prior to substitution). Any new
quotes/jobs/invoices will have the new salesrep. PrintStream determines if there are old quotes/jobs/invoices
with that salesrep. If there are, it inactivates the salesrep. Active jobs can be manually changed to the new

salesrep.
S Customers List for the 01 EFI
g}_ File Modules Options Utility Window Cloning Options  Help
£ &S| F (¢ =)
01 MaSter Flles CUStomer MHum MHame Fep CSR | Estim | Planner Colect Man Active

= E A 1 Haouse Azcount B O E [0 E P E

H E B 2 Chrig Kinkaidy H B o [__! I:| '___| =]

28 C 5 Michele EH OE E [ [P P

] a7 Suellen Jones EH B EH [F I

=8 D 49 Fob Hales FE R “

-1 E 25 Betty'wWhie o ® ®W [0 I

<& F 9999 test il mi [F I —
+ @ G 10 Linda Pollard Enter the Salesrep whao is taking these customers |_EE_|
= E H 12 Kathy DiPaclo

i E I 44 Fop Melrtyre ngerdeozehccts for the Salesrep sheelah 0K

50 | Andrea Cox S

t % ':( 51 Opal Richey Eexicel
] b2 Dbk CSRG Uy This will effect all FUTURE wark for the customer

=8 L B3 DMM CSRGuy2

H E M b4 Dbk Sales Guy ]House Account

+ &N E5 | DMM Everything

+ @ 0 3 lsheelah I 5 = [0 B P -

w8 P 8 [Clauds H E E O O | &

i E Q iyl Morma Melsen w [;' I;| I e

i E R 100 Leah Yarw/wrisberghe D [:| I:| '___I i

L5 e 3 William Y. Jenzen m EH B [T # O -

Changing a Salesrep's Number or Name is done by editing the information in the applicable fields to the upper
right of the screen. Remember to click Save to retain any changes made.

=3
2

. Customers List for the 01 EFI o[ ]
% File Modules Options Utility Window Cloning Options Help NER
LAY
01 Master Files Customer Hum Wame Fiep| 3R Estin| Planner Callect Wan fctive e

" A 1 House Account M = & O O [ =

2 Chis Kinkaidy B oE = 0 ] [ & Name:  [iiamd

B o] iliam Jensen
i %c 5 Michelle H 5 = @ 0O O
& 1 27 SuellenJones B = = ] B 0 = Title:  |Collections Manager
# 43 RobHales HE E O O 0= Territo
= ry:

=8 E 5 BetyWhis B W % O O [0
=81 F 9399 test = Type
<86 10 | Linda Pollard ¥ ¥ = @ O O = Salesreps [~ Estimator [ esrR ™
= &1 H 12 Kathy DiPaclo o &= = O [0 I
& jl 44 Ry Melriyre ¥ ¥ o E : D I Tanagar r Planner [~ Colector R
iy 0 areres trs E E @ 0 0 0 Can select only up to three types.
- %K 51 OpalRichey HE W O 0 O Actve [
L E L 62 DMM CSRGuy! o B = A 0 [0 = Sales Rep Contact Info — Cont Info Active? [

53 DMM CSRGu2 o E &= O O [0 & Phane #
=8 M 54 OMM Sales Guy M m = 0 0 = —
=& N 55 DMM Eventhing I S = :
<80 a sheelah W ¥ @ O 0 O = Email D
= 5P 8 Claude o E E 0 [ [ =

= Show anly:

#1 NomaNelsen ¥ ¥ ¥ [ O &
=8 Q 0
. %R 100 LeahVariwynsberghe E = = 0 0 0= SalesReps [T csRs [T
& 5 3 [illiam . Jensen m [ F O = Estimators I~ Active r
28T Commission Factor
=& u Accessible from the. r
o j v Commission/ AP System
8w Account No as the Vendor]
= X
=8y
=8 Z
=8 od

| swe | [eoncer |

m
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Customer: Assign Salesrep, Assign Active Flag

This table lists several of the setup items as seen in the customer’'s master file screen. The table can be sorted
by single-clicking the header of each column. If the salesrep is inactive or Type is not salesrep, the Salesrep
column text will be red. When a salesrep cell is selected, a combo-box loads with active salesrep names. If Save
is clicked without doing any changes for an invalid row, bad data clears. Next time the column is sorted, the
empty cells group together for ease in entering information.

Inactive customer feature

A customer cannot be marked as inactive if there are any jobs which have not been final invoiced, if the
customer has a postage balance or an unapplied AR balance, or if there are any invoices which are not paid in
full. Inactive customers will still appear on reports. Marking a customer as inactive changes their credit limit to
zero. Quote/job (in MailEstPam, Print Estimating, nor Quick Job Entry) for any customer marked Inactive in the
Masterfile Customer program cannot be created. If a quote already exists for the customer and then you make
the customer inactive, their credit limit becomes zero. If necessary, the quote can be converted to a job by
overriding the credit limit.

. Customers List for the 01 EFT
File Modules Options Utility Window Cloning Options Help

£ |9 |44 1)

01 Master Files Customer

ﬁ Assign Salesrep to the Customers = @
Auctive E
Charge For Free Storage.  Customer 3
Custorner Name f\z:ctl Storage Days Simoe Diate Salesrep Name CSR Mame  Tax M
43 |Melsen, Esparza and Farney E ] 0/0618/08 |

44 | Streamline S olutions
45 | Streamiing S olutions

010/13/09 | Linda Pollard K.athy DiPaolo
00847410 House Account  Kathy DiPaolo

46 | STEAMLINE al| 0 06/28/07

47 |Light Bulb 7] 30/02/13412 | House Account [
43 Mew Prospect = 30/05/06/11 | House Account

43 |Fiscal Year || 001401400 House Account Sue Smith

50 |Lighthouse Management dl| 0/01410/02 | Chris Kinkaidy  Andrea Cox

51 Al Stars Inc. & 3010/05112  |House Account

52 |DIPAOLO r 0 08/29/06  Howse Account  Kathy DiPaolo

53 D 010416706 | Chris Kinkaidy Chrig Kink aidy

54 |STREAMLINE
55 | donot use Post [t Note Co.
56 |High Cotton
57 | donot uze Use it / Rent It
53 |TEST IMPORT
59 | Barbara's Customer
B0 |QUIZMO'S FRANCHISING
51 |The Cats Meow
B2 |BP'sTest

3 ChriT Botsch ** Since 1951

4

I Apply Changes to any Cloned records saveRebsd| Save | Cancel

0/ 06/28/07 | House Account
d| 0/05/06/99  House Account

|l 30010411410 | Chrig Kinkaidy

| 0/06/06/93 | House Account
0M/M/00  House Account  Linda Pallard
0/01/04/02  |House Account  Linda Pollard
0 07/20/08
0/11/411/02 | Chrig Kinkaidy Linda Pollard
010415/07 | House Account
ol07/21 fUE[ House Accourt EE

3 3 3 3 3 3 3 e e 2 e e e e S e e
B B B B L B W B W B2 ) B W) B0 W) B0 W) ) [ B I B [T )
<HE{:%{AZDTOZ;V‘:L_IQ'HMUHWP

Customer: DSF flag Editing
This option allows you to designate a customer to be used with Digital Storefront, an EFI web product.

Define Customer’s Grouping for Reporting

To create and assign a grouping for individual customers
1. From the Modules menu, select the option to Define Customers Grouping for Reporting.
2. Click Add.
3. Create a Group Code and a Group Description.
4. Click Save.

The Credit Limit column is for informational purpose only. The information is stored in a database and
can be accessed for customer created reports.
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S Customers List for the 01 EFI - [Debtor Grouping - Reporting]
<% File Modules Options Utility Window Cloning Options Help

£[®9[F 4| L)

01 Master Files Customer . ,
lsiamelrs Customer's Group D escription Credit Limit
Group Code
1 (2013 Mew This Year 0.0a
2 |POLL Pollard Conzulting R0.00

Once the groups have been established, customers can be assigned to the groups in two different ways.
e The grouping can be set when the individual customer screen is open.
e Using the option to assign a salesrep, select the grouping from the drop-down list and save.
See the grid on the previous page to inactivate or assign a salesrep.
Assign the Min Postage Balance for customer

This option allows a specific dollar amount to be entered for the minimum amount of postage suspense to be on
hand for a particular customer.

. Customers List for the 01 EFI - [Min Postage Balance for the Customer per Plant] =
i« File Modules Options Utility Window Cloning Options  Help _ =] x
£ |W|e| [ dh] u)
01 Master Files Customer Select the fist o customers
7 j A * Leave the search boxes blank for all
=8B hd
=% C — =
=8 D
=] E AcNo Customers Name 0100 01 | 0200 02 -
=8 F 1 [00_ JSping i 000 0.00
+ j G 2 O0MSUE Postage Sub 0.00 0.00;
= H 3 o2 Blizzard Co. .00 .00
- j 1 4 002508 Postage Sub Prospect 0.00 0.00;
w0 5 003 Credit Customer .00 .00
6 004 White Out 0.00° 0.00;
= 8 K 7 s Pastage Customer 000 000
=8 L 3 005 Credt Limit Customer 0.00 0.00
=8 m 3 07 Shared Customer 0.00 0.0
« &N 0007 Shared Customer 0.00 0.00
#+ &0 11 008 Orange County Postage 0.00 0.00
=8 P 12 008 Intemationsl Flecsiving .00 .00
& j Q 13 003 International Receiving 0.00 0.00;
3R 12 010 Zip Cade Customer .00 .00
15 0100 HrZ COMPANY 0.00° 0.00;
=8 s 16 011 Suspense Pictures 0.00 0.0
=8T 17 01 SEEEaEE D 0.0 0.0
=8 u 18 012 POST 0.00 0.0
8V 13 012 POST 0.00 0.00
8w 20 013 Carthay & Co. 0.00 0.00
=8 X 21 03 Carthay & Co. 0.00 .00
& j Y 22 014 Bemard Home Fumishings 0.00 0.00;
w7 23 04 Bermard Home Furmishings .00 .00
24 015 Early Bird, Inc. 0.00° 0.00;
-8 Other R Eaily Bid. Inc. 0.00 0.0
26 0200 ABC Company 0.00° 0.00;
27 020 ABC Company 0.00 0.0
28 02001 YZ COMPANY 0.00 0.00
29 021544 £BBA10 0.00 0.00;
30 021544 Stieamline Sclutions 0.00 0.00
3 021544 Boulder Outdoor Center 0.00 0.00;
3 03000 YZ COMPANY 0.00 .00
| ]
Print Close

This information feeds the Customer Balance Level Report in the Postage Reporter.
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File Options Display Programs Postage Deposits Reports  Usage/Statement Reports  Postage Inventory Rey
Postage Reporter

Digplay Programs

& List Only Customers under Minimmum Level

" ListAll Customers

Minimum Current

Acch Customer Name Balance Balance
1 |SmartMaifSmartMail of Austin £0.00
2 |0200 ABC Company £0.00
3 |101 Ice Breakers 50.00
4 |Jack01 |JackIn The Box £0.00
5 |JWEB | Streamline Solutions 50.00
6 |TRABOM Badger Press £0.00
7 |004 White Out £0.00
8 |001 Spring Air 50.00
9 |0015SUB Postage Sub £0.00
10 |003 Credit Customer £0.00

Customer Marketing and Source Codes

Print Grid

Currently, these are informational fields that can be created and assigned to customers as desired. Information is
stored in a database and can be accessed for customer created reports.

Report 1140 must be defined Masterfile Reports>Masterfile Reports>Masterfile Reports.

File

Options  Utility Window Cloning Options  Help

£

] e T e e e P o e e e i [
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System Maintenance
File Options  Ukility  Help

01*Report ﬁ} Report Headings

PRODUCTION SYSTEM - —
ACCOUNTING STRUCT Report Narne: 1140 IMarkellng.-’Soulce Cade Listing Add
STSTEM MAINTEMAMCE [ users defined |

MASTER FILE REPORT | | DesciPton
Labor Start: ety (i
Il at Start B at End
Master File Report o

Report to select total items from:

Report to link to: IYACl‘Vil-"' Codes

&

o
T

k=1
=
=
=
=
B

=

4 ActivityLink:Activity Codes
OCEIses REPORT : Marketing/5ource Code Listing

Line | D escription |Tntal| LS | =

intout Copies 1 |Malketmg Source Code

Analyze Mail P

(5]

=

SetUp

=

(5]

s
@
=

Payment Terms On Quaote

ﬁ
-3
a

&

||||||||||||||<|<

Define Biling Frocess

r
—
—
—
—
—
—
—
—

I

Bl

o
o
=]
o
i

Save

Set Email Notification from Shipping Option

This feature sends an email notification to the email address referenced in the customer’s masterfile defined at
the address the shipment was sent to as well as to the salesrep and CSR defined for the customer.

To setup email notification

Setup is required to use this feature.

1. Activate this feature in Masterfile Customer>Modules>Set Email Notification from Shipping Option.
Select the Shipping: Use Email Service Notification check box and click Save.

Set Ship Email Motification il

[¥ Shiping: Use Email Service Notification

Save LCancel

2. A confirmation dialog box displays.

e Ifyou click Yes, every customer in your database will be marked to receive an email.

5

would vou like to mark every Customer as 'Send Email Motification From Shipping?'

Yes I Mo

Note  Before clicking Yes, please note that, if your customer does not have an email address
defined and you attempt to create a shipment, you will be prevented from saving that
shipment until you enter an email address.
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-~ Editing Shipment i

Packing Sips: Shipment D | pate[1776/2008 | rimec[ 41700 P == [ElResaytosng | 5
Cust, Accs: FOO2E | Customer: Leah P
Job# P0BE | Job Desc: [Emed natiication
Contact: [Lesh Varkdyneberghe Selact Aodress | Responsibie: LEAH
Phons: [Here is the phone House Addrass Ship Mathodt |Arbome
™ Hokd Contact when selecting b naw acdress
Contact: [Lean Trackngh,
i #4
Phore: [Here i the phone Ship Cost
Company [Lesh Ship Typec | Ship Te:
MTWEI
QY [TAYLOR State: M
County: ki YHE T jac160 Emt[
Courtry: JUSA
X
o : 1 - =
Ll e Bi 1) Flesse erter & valid Emai address.
1 | Ernad reotification -
I

e If you click No, you will need to manually select which customers you wish to work with the
Automatic Shipment Email notification.

x

Wiould you like to mark every Customer as "Send Email Motification From Shipping?

Yes | Mo |

If you clicked No, you can manually select the customers you would like to enable this feature for.
Select the Customer: Assign Salesrep, Assign Active Flag under Modules in Masterfile Customer.
Select the check box in the Automatic Shipment Email column for the customers you want to use this
feature for.

.« Customers List for the 01 EFI
File Modules Options Utility Window Cloning Options Help
| @[ e <) |
 01Master Files Customer [ /e comomen
=8 A
=g B X Automatic &
Salesrep Mame CSRMame  TaxMumber TaxCode Repart Grouping Shipment Unders Overs
g T | | | | emal | |
=8 D 163 |Hause Account | o7 | 0.00/ 0.00
B E 164 | House Account  Kothy Difacls | B 0.00 0.00
=8 F 165 House Account  Linda Pallard |1 0.00| 0.00
166 |House Account  Linda Pollard 7 0.00 0.00
=86
167 7 ] 0.00 0.00
w8 H 168 |House Account Kathy DiPacl | 7 0.00 0.00
- n ! 189 |House Account  Linda Pollard 02 0.00 0.00
=8 1| 7 000 oo
=5 K 17 7 & 0o 000
5L 172 House Account  Linda Pallad | I 0.00| 0.00
- n M 173 | Chiis Kinkaidy  Kathy DiPaclo 7 0.00 0.00
=8 N 174 | House Account |00 [} 0.00 0.00
B n o) 175 |House Account  Sue Smith 7 0.00 0.00
176 |House Account  Linda Pollard 7 0.00 0.00
=& p 177 |Linds Pollard ~ Kathy DiPacls | 7 ] 0.00 0.00
- n Q 178 | House Account  Linda Pollard 7 0.00 0.00
=g R 173 | House Account Kathy DiPacle | Iz 0.00 0.00
=H s 180 | House Account 7 0.00 0.00
o T 181 |Andrea Cox Opal Richey |1 0.00| 0.00
=8 u 182 |House Account  Linda Pollard 7 0.00 0.00
=8V =
5w D
=5 X A } Sava-ﬂaluadl Save | Cancel
kY3

If you clicked Yes, all the customers are automatically selected. You can clear the customers you wish
to not receive the email notification.
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In summary

1. The email template must be defined in Masterfile Reports>System Maintenance>Shipping Email
Template.

2. Email addresses must be defined for the customer located in the Addresses button.
Email address must be defined for the salesrep and CSR.

4. The Set Up Shipping Files utility must be generated in the Job Cost Entry program.

Options
Switch the company

This option allows multi-company users to switch to other companies defined in the PrintStream database.
Switching companies from within a program changes the company for the program only. The user's security
setup dictates the companies the user can switch to.

Utility
Items in this area are password protected and are for use by EFI PrintStream Support only.
Window

Allow Multiple Forms

With this option, you can have more than one type of window open at a time (for example, a customer record and
the Customer List report). A check mark appears to the left when the option is activated.

% Customners List for the 01 EFI

File Modules Options Utilit}.r Cloning Options  Help

E4 |%|@| |ﬁ|i] | v Allow Multiple Forms
: Tile Horizontall
01 Master Files T
Tile Vertically
A
B Cascade
C Close Al
D

Tile Horizontally, Vertically, or Cascade
These three options organize multiple open windows in various ways.
Close All

This option simultaneously closes all open windows.

Cloning Options
This option is for use by EFI PrintStream Support only.
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Find Customer by Account Number

Using the binoculars icon allows you to search for a customer by number or by name. You can also change the
appearance of customers in the tree by selecting Display Just Active or Display Customer # on the Tree in
addition to the customer name. This setting is workstation specific. The arrow keys on the keyboard can be used
to scroll through the list.

S Customers List forthe 01 EFI

File Modules Options Utility Window Cloning Options Help
£|®|9| R ¢ )
01 Master Files Customer Customer Find
A Customer#
B
C Customer : |
D ; )
E [~ Display Just Active
| Display Customer # on the Tree Displa | P
F [~ Display Account Status on the Tree dspay =
G
The Master Files Customer allows a change of customer account number.
To change an account number
1. Open the customer’s account.
2. Change the account number.
3. Click Save.
%, Customer 3]
Auto Mame: [Light Bulb
Address [123 Main Contact
Phene:
EE 84123 Fax
Cty: WURRAY Wonthly sale 50.00
County: [SALT LAKE AcctStatus: |8 - 30 day Account |
State: uT Country USA - Payment Days: (30 Since: 121132012
Terms:
Salesrep: |House Account =
csR :‘ Remarks: [
i Tax Code:  [02 2% City tax |
Cred Limit:  |$10,000.00 curene:  [usa -
Collector
5 o % Cred Ref:
S By Cade By Greup By Industry Internal Customer r Suppress Statements [~ UseVar [
SIC code: | =l Service Charge: W Active Acsess o Valv= Jo
Group: Tax enforced r Bypass Credit Check [
Industry: Short Remarks | Store/Franchise | Reporting Grouping | Marketing Sor * | *
DiB Ref: | i
Tax #: Allowed WEB [~ |
Postage [ v e Cusomer - | |
lS'FDBrrﬂgue;D ¥  Free Storage Days [3p
OversfUnders |0 0
Order Entry Notes [~ Customer is the Postage Customer for the Customer....
Packing Sip Address Customers
Billing (Customer Credits) Notes Customer : |
g Fotes) Share Customer with Companies
Addresses ¢ Bil Customer Dircctiy(Horizontal) (% Bil Job's Owner (Vertical)
Packing Profile Cmp Code | AcctMo Name
List of Pastage Customers [[Joz PRINT PrirtStream
Customer Standard Specifications
Time Stamped Notes \ | save || cancel
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You are prompted to confirm the change.

Confirm New Account Number assignment

Customer has already quotes created against current Account Number
Are you sure you want to apply new Account Number?
Special utilities required to synchronize previously created quotes with new
assigned Account number.

Click Yes to proceed.

Confirm
. Youare going to assign the New Account Number for a Customer.
This is a time consuming procedure!!!!
Don't press Alt+Cntrl+Del to interrupt the update!

Do you really want to proceed?

Click Yes again.

Prospect to Customer conversion procedure

Prospective customers must be converted to “Live” customers prior to an estimate being converted to a job. A

prospect should also be converted prior to any cash receipts or invoicing.

To convert the prospect

1.
2.

Select the prospect from the tree and select View Customer Information.

Change the prospect account number to an account number consistent with your live customer scheme

and also provide the appropriate terms.

Establish all required fields such as Credit Limit and Tax Code.
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Vendor Master File

The Vendor Master File contains information relating to any entity you will make payments to, including
Postmaster Vendors. The Vendor Master file in PrintStream can be keyed directly into the Vendor Master File
screen or imported with a specifically formatted Microsoft Excel spreadsheet.

Manual Vendor Creation

To manually add and then open a new vendor file
1. Click any one of the letters in the tree to the left to highlight it.
2. Right-click and select Add New Vendor.

Vendors forthe Company 01 Stred
File Modules Window Cloning §

<g,| 1) | Ml
01 Vendors

[ru]
Ld)

[+

—e— o (RN
H
2
=

fiewvendorinform

Fa v v v vt Ve

3. A blank vendor file becomes available. Vendor data can now be entered directly into the form using the
following field information criteria.

. Vendors for the Company 01 Streamline Solutions
File Modules Window Cloning Options Help

4| 5|44
01 Vendors @ Vendor ==
28 A Acount Mo At
£ % B Standard Terms
=8 C Addiess
- Fapmert [ ¢ Daps ¢ Date O Morthy
4 % IE Always Take Discount ~
s Y ¢ Zip Country: [USD = Early Paymen! Discount %
=8 H Contact Discaunt " Daps " Date
i Phone: This vendor is a postmaster vendar r
J

: % 7 R Mail EntryType(mail system oriy).
DL D/EFRef: | 1099 Yendor [~

e | =l
- %™ fieet Status: |
: % g PO Address| =] FederallD #
e
&P Dissection Code =
=8 {f |
# ﬁ R Share Yendor with Companiss
« s [Code[ acctNo | Name |
a & T 02 PRINT _ FrirtStream |

Wendor's Account
H ﬁ u Number: |
w8 v
8w
Add
# ﬁ X [IESSES ‘ Payrnent Pricrity -
& ﬁ v Wendor's Motes Lewel
‘B2 ]
+- &5 Other
Add ‘ Save ‘ Cancel |

4. Once the vendor information has been established, the screen can be opened by highlighting the
vendor from the tree, right-clicking, and selecting View Vendor Inform.
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ndors forthe Company 01 Streamline Soly

File Modules Window Cloning Options
Ra
® B
Rc
Ro
RE
RF
6
R H
R
2B J
John Delta
John Delta
B K AddINewYendor
B K dor Inform

5. Enter Vendor data into the form using field information criteria.

Field information

. Vendor @
Account NaACHOT Ayt W Mame:  |[ACME WIDGETS IMNC

Standard Termz

Address 3600 California &venue
Payment |30 & Daps ¢ Date ¢ Monthly
Salt Lake City, UT -
Zip: aany Country: |USD » Early Payment Discount: |2 %
Contact; Fred Flintstane Discount |10 ™ Dap:  Date
Phane [B00) 5551212 Thig wendar is & postmazter vendor r
ez (B0D] 5551213 M ail EntieT ype(mail system anly):
D/BRef. | 1093 Vendor [
Agct Status: | E - 30 day Account j Tvpe: |Interest ﬂ
- 135421312
PO Addiess[0 + ederallbte | _
3500 Califomia Avenue Dissection Cod Moo =
u ieigl
Salt Lake City, UT Share Wendor with Companies
A [Code| AcctMNo | Mame |

02 PRINT __ PrintSheam |

Wendor's Account

Number:
Addresses g \Bi
“endor's Motes L:ﬁ;n‘en ”0”” ﬂ
s | | o |
Account No

Account number can be alpha, alphanumeric, or numeric. The field holds 8 characters. It is a required field and
must be unique to the system.

Auto

Selecting this button automatically creates an account number. The account number is based on the highest
number already in the system.
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Active

If selected, the vendor is active to allow purchase orders, purchase order receipts, AP Invoices and AP checks to
be created to the account. If not selected, purchase orders, purchase order receipts, AP Invoices and AP checks
can not be generated against the account.

Name

This field is for the vendor name. The field holds 40 alpha, alphanumeric, or numeric characters. This is a
required field and must be unique.

Address

Fields for the vendor street address, city, and state information. Each line holds 30 alphanumeric characters.
This is optional. However, this is the information that will print on accounts payable and postage checks.

Zip Code
For the vendors zip code, a 10 character numeric field.
Country

Select from the drop-down list a country codes created in setup. If only one country is in setup, the system
defaults to it. This field is specific to the Currency used by the system. If the Vendor address is another country,
you must put the country name in one of the three address fields in order for it to print on the check.

Contact

Vendor’s primary contact name. This is typically the Accounts Receivable contact. Other addresses and contacts
can be established from the Addresses button. This is an optional, 30 character field.

Phone

Vendor phone number. It is an 18 character, numeric field and is optional.
Fax Number

Vendors fax number. It is an 18 character, numeric field and is optional.
D/B Reference

This field can hold either the D/B reference number or a mail.dat reference number. This field is alpha/numeric
and holds 20 characters.

Acct Status

Establishes the type of account you have with your Vendor. Type A, B, C, or D. Type A = 7 days, Type B = 30
days, C = C.0.D., and type D = Other.

PO Address

This field allows the user to select an established additional address to send the Purchase Order to, if different
than the main vendor address. This is an optional field.

Vendor’s Account Number

Information from this field prints on the check issued to the vendor. Most commonly used for those vendors with
an established account number that needs to be on the check, i.e., credit card companies and utility companies.
This field holds 30 alphanumeric characters and is optional.

Addresses

This table saves more than one address for the vendor. These additional addresses can be accessed from the
AP Invoicing and Purchase Order entry screens. Additional addresses can be entered manually or imported with
a specifically formatted Microsoft Excel spreadsheet. This is optional.

Vendor's Notes
Notes entered here are available for viewing in the .Net Shipping Module.

Standard Terms — Payment
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The standard terms payment days will automatically default when Account status type A, B, or C is used. If type
D is selected, the user must define the number of payment days or date. The Days/Date field is the number of
days/date after invoice date before the discount expires.

Always Take Discount

If the vendor allows the user to always take a discount regardless of when an invoice is paid, this check box must
be selected and the discount percentage entered.

Early Payment Discount

If the vendor allows a discount for early payment, enter the discount percentage and the number of days the
discount is available.

This vendor is a postmaster vendor

This check box must be selected if the Vendor is being created in conjunction with the Postage Module. This
type of Vendor is only available for use in the Postage Module.

Mail Entry Type

This field must be completed for Postmaster Vendors. The field holds one of the following three character alpha
codes:

e DSCF — Sectional Center Facility
e DBMC - Bulk Mail Center
e NONE - neither

1099 Vendor

If a Form 1099 must be generated for this vendor from PrintStream, select this check box. Also, select the type of
1099 to be generated. Currently, PrintStream supports two types of 1099 formats: Miscellaneous and Interest.

Federal ID #

If this field is filled in with the Vendor’s Federal ID number, the number prints on the vendors 1099 form
automatically. The field holds 20 numeric characters and is optional.

Dissection Code

Once dissection codes have been established in PrintStream, a code can be linked to a Vendor. This is most
commonly used for vendors that you would want to have all invoices default to a particular expense account.
Dissection codes are created from the Vendor Master Files modules menu.

Payment Priority Level

This is an optional setting. The priority level set here is used in conjunction with the priority invoice selection
option, available in the AP Check Entry Module.
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Menus for Vendor Master Files

File

Vendors for the Company 01 Streamline Solutions
W Modules Window Cloning Options Help

Setup >

Print...

Check on Yendor's Acct No in Related tables

Setup Dissection Code as Active

Clean system from the unrelated addresses

Download Vendors List From Exel Spreadsheet
Download Yendors Addresses

Verify Zero Address for vendors

Change Company

Exit

—

Setup

Allows a user to add an icon toolbar.

Vendors for the Company 01 Streamline Solutions
File Modules Window Cloning Options Help

Print...

20 I

Print
No longer used. Refers the user to the AP Reports Module.
Check on Vendor’s Acct No in Related Tables

For PrintStream Support only.

Setup Dissection Code as Active

Utility for EFI PrintStream Support use only.

Clean system from the unrelated addresses
Utility for EFI PrintStream Support use only.

Download Vendors List From Excel Spreadsheet

A Windows utility is available to download a Vendor List from the specified Vendor Spreadsheet. This utility is for
Support use only.

Download Vendors Addresses

A Windows utility to import additional addresses for established vendors. Available in the Addresses screen after
import.

Verify Zero Address for Vendors

Utility for EFI PrintStream Support use only, verifies the zero address in the Address screen matches the main
screen address.
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Modules

Vendors for the Company 01 Streamline Solutions
File | Modules Window Cloning Options Help

Sales Tax Codes
AP Dissection Codes

o

krw

Find Vendor

#

Vendor's Listto Assign Dissection Code
Auto assign dissection code to expense accounts missing dissection code.
Re-verify Plant Code for the Dissection Code based on Branch/Department

FH-#

B
w-R
B
B

Sales Tax Codes

Sales Tax Codes are created here. They are global settings and can be created in the Master File Customer as
well. For more information on how to create these codes, please contact your Accounting Support Manager.

“endors for the Cormpany 01 Strearnline Solutions

File Modules Window Cloning Options  Help

éiﬁliﬂi

E]“"E A Code | Rate | District |Frgght| Applied

[]----E B ] IEI.EIEIEIEI non taxable = Irvy Lires Code: I

=8 C 01 £.7500 Litah - Inw Lines

-5 D 0z 7.2500 California [ Irv Lines Rate: I

[]____E E 03 3.0000 Utah County = Ir Lines D\strictl

o E F 05 5.0000 Use in AP = Irvy Lires

o E G 08 E.0000 Michigan [ Ir Lines Freight Code: '
07 T.0000 county tax (o Inw Lines

=B H 03 90000 Addedtotest O InvLines

U“"E ! 10 26.780 Add to custormer L1 Iev Lires Tax Applied 4t

[]----E J 77 E.2540 Mew Jersey [ Irw Lines et (Uizs

[]----E K 98 0.0000 freight ron taxable #7 I Lines

-8 L 99 7.0000 freight tazable  # Irw Lines [ el e 's

E]“"E M hh 5.0000 Daviz County I Ir Lines

[]“"E N ZZ 22.000 TEST =] Irw Lines

-8 0

-5 P

e E Q Add Save Clase

=8 R

=8 s

BB T

- U

- v

U""E W

U""E X

- Y

- Z

-8 Other
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AP Dissection Codes

A list of all existing dissection codes is shown. To manually create a dissection code, select the account details,
and then enter a code and description. The code is most commonly a combination of the company code, the
branch code, the department code, and the General Ledger Account number. The Description is usually the
same as the GL Account name. If a GL account is used in the Accounts Payable Module, a dissection code must
be created for it. The dissection code list can be sorted either numerically or alphabetically by clicking the column
title for the Code or Description. The code defaults to Active. Set default tax code if desired.

AP Disection Code]
& Fie modules window Cloning Options  Help =] x|

01 Vendors Activ]  Code | Description -
101011300 | postage inventary || Eode
Q01011200 wip

Be ¥ 0101m7000 | payrol expense Deseriptior: |
B [ 0101015000 ar discount socount Deta
B D ¥ 0101015100 ap discount EEALHDEEE —
B E [ 0101016000 | ap without inv diff Bonch [ =
B F ¥ 0101016100 | material spailage Depanment| =

[ 0101016200 evta costs =
B o socount, | =
=u [ 0101016300  pastage unbilabic A =

; |1 0101016400  postage spoiage

g | 0101017100 freight experce
B [ 0101017200 buyout expense Use asWIP -
B & [ 0101017300 special expense Active o
B ¥ 0101017400 mailshop expense Tax Code:
B w ¥ 0101011325 paper invertary “ = | ‘
B W [0 0101011400 finished goods inventory =

¥ 0101018500  uiity expenss
Bo
He [ 0110108000 | material expense Add Sars Close

¥ 0110107000 payroll expense
w280

Select to open a search screen that can be used to find a vendor by account number or name. Once the correct
vendor is located, click Display to open the vendor screen.

endors

Wendor Acct Mun: ||

Wendor Mame: I

* Type in Yendor Account Humber ar Yendor
Marme. Then uze UP or DOWM arow key to -
lock up Drigplay I Cancel

Mmool
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Vendor’s List to Assign Dissection Code

This table allows a user to load all vendors and add the default dissection code as needed. The columns are
sortable by clicking any of the header lines.

N
=51 %]
. " Dissection -
Acctbo | Mame [Pty Level Address Phone | Tems D'sg:jgm Code j
Desziption
1 [Aspace _Jadil = THIS 1S ANEWVENDO ST 30 days acce 01010101234! suellen adde
B0 2 [ANN NEW ACCOL =l 30 days acce 0110106000 material expd

L R 07097 =80 COUNTY ROAD ME 7 daps acco
BE ] BMC FITTSE = | PO BOX 1000 wesRRER 7 days acool
BF 75 |00z BMIC SPRING =130 FIBERLOID STREE 7 daps acco
Be & |-o0¢ BMC PHILAC = 1500 BYBERRY ROAD 7 days acool
BH 7|05 ASF BUFFAL = |1200WILLIAM STREET 7 daps acco
By & |08 BMC GREEN =370 WEST WENDOVE 7 days acool
B T BWCwASHI = 3201 EDGEWORTH DR 7 daps acco
8 k 10|08 BMC CINCIN = | 3055 CRESCENTVILLE 7 days acool
By i1 =003 BWCATLAN = 1800 JAMES JACKSON 7 daps acco
1z |00 BMC MEMPH ~|1521 ELVIS PRESLEY E 7 days acool
e T3 on BMC DALLA! = | 2400 DALLASFT wiR" 7 days accol
Bw O |mz ASF DKLAHC = |320 5w FIFTH STREET 7 days accol
o IEE ] BMC JACKS = 7415 COMMOMWEALTE 7 daps acco
B P Cis |4 BMCST.LOI =580 PHANTOM DRIVE 7 days acool
B Q I EH EMCDETRC 175000 04K/00D BLY 7 daps acco
B R g |mis BMC CHICAL = | 7800w, RODSEVELT R 7 days acool
B s IEEN EMC MINME, = 7165 LEXINGTON AvEr 7 daps acco
B 0|-ms ASF FORGD, |57 2D AVENUE N, F 7 days acool
L EE EE] EMCDES M1 = 4000 1w 109TH STREE 7 daps acco
Bu 22|00 ASF SOUD:F <3205 SECOND avENL 7 days acool
v A BMC KANSA = | 4300 SPEAKER ROAD 7 daps acco
Bw 24|02z ASF BILLING =& 5 26THSTREET B 7 days acool
B x o5 |22 ASF SALT Le 170w 21005 SALTL 7 daps acco
By 26 |24 ASF ALBUOL =135 BROADWAY NE £ 7 days acool
Bz T |0 EMCLOS AN = 5555 BANDINI BLVD BI 7 daps acco
) Other 28 |0 ASF PHOEN =141 £ BUCKEYE ROa 7 days acool
29|27 BHC 54N FF =250 RYDIN AD&D AIC 7 daps acco
3008 BMCSEATT | 34301 STH AVENUE, 5 7 days acool
=] SCF ANCHO! | #141 POSTHARK DRIV 7 daps acco
32|00 SCF FAIRBA = 5400 MAIL TRL FAIRBE 7 days acool
=] SCF JUNEAL | 709 WEST 9TH STREE 7 daps acco
34032 SCF KETHCI = 3508 TONGASS svENL 7 days acool
A SCF ANNIST 1101 QUINTARD AVEN 7 daps acco
35|34 SCF BIRMIN =351 NORTH 24TH STRI 7 days acool

A SCF DOTHA |07 NORTH ATES ST 7 daps acco B

Auto Assign dissection Code to expense accounts missing dissection code

This utility can be run to auto create dissection codes for GL accounts that are Type E = expense. The system
automatically creates the dissection codes using the standard format of a 10-digit code that is the company code,
branch code, department code, and account number. The name of the dissection code will be the name of the
GL account. Contact your Accounting Support Manager for the password.

Re-Verify Plant Code for the Dissection Code based on Branch/Department

This option is for PrintStream Support use only.
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Financial Reports

Overview

Financial Statements features include:
e the ability to clone existing statements for use as a starting point in creating a new statement format.

o the ability to select the display order for GL accounts (br-dept-acct and acct-dept-br), add page breaks
as desired, and underline and skip lines as desired.

Create

Create New Financial Statements

Financial statements can be created with a high degree of individuality. When creating financials for the first time,
you may find it helpful to work from a copy of an existing balance sheet and income statement formats, and to
have available a printout of a Trial Balance report and/or a Chart of Accounts. Both reports are available from the
General Ledger Module; located under G/L Reports.

To create a Financial Statement

1. Click the Financial Reports icon (also known as GL Reports or FINREPPROG) located under the
Accounting or Administration menu.

2. Select the Create menu bar. Select the Create Income Statement, Create Balance Sheet, or Create
Cash Flow Statement icon.

Two choices appear on the next screen. The user has the option to Design from Scratch, Edit
Existing Report, or Create from Model/Template to use as a guide and make necessary changes and
additions.

Design from Scratch/Edit Existing Report

When this option is selected, all formatting must be entered by the user. Select New Report in the lower left of
the screen.

Create Income Statement/Balance Sheet

Assign a unique number for the report. This can be any number desired (6-digit max), as it is for internal use only
to distinguish between the many different styles of reports that can be designed.

Enter a description (20 character limit) for internal reference and then a title for the report. This title appears on
the printed report (45 characters for each line) e.g., Company Name, Income Statement.
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—Income Statements
Report # [i [1 wv127Est - |

Dezcription I\,-'1 2TE=t

Title: IGeneric Co

IIncnme Statement

Repart Format IPeriDd & Vear-To-Date |« | [V Prirt &cct# [V Print Zero Balance

Round § Scale IExad - I Help | ’rCredn Balances Formst

o (R0 AmR e O e A

Reparting Crder IElr-Dept-Accnurrt - I Comp Plant Selection |

Mewy Report | Clone | Delete | Save | Cancel |

Select the format for the report. The Report Format selected defines the column setup on the report. The
Report Format types for an Income Statement include: Current Period, Year-to-Date, Period & Year-to-date,
12 Periods Actual, or 12 Periods Budget Format (at the time of printing). Quarterly formatted reports have
been moved to their own section under display reports.

To print account numbers and accounts with zero balances, the appropriate check boxes must be selected. The
user can also set the format for credit balances on the report.

The following criteria for the report must also be defined:

e Type of rounding - (Usually exact). Help displays examples of rounding selections.

¢ Report Order - (the order in which Branch, Department, and Account number appear on the report).
Other screen options include:
Clone

Copies an existing report set up and allows you to give the cloned report a different number, name, and make
whatever changes you wish in order to create the new report. More details on this option are available at the end
of this document.

Delete
Removes this report and all its format information from the system.
Cancel

Eliminates changes made to an existing report definition screen, and refreshes/returns the screen to its original
configuration.

Comp Plant Selection

Takes you to the next screen, where you will continue to create the report by creating line details. To proceed,
click Save then Comp Plant Selection.

Next, select the Companies, Plants, Branches, and Departments to be included in the report.
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ancial Reports for the Compa 1 Alaska Incorp - Plant Code 00 Compan

ompany Plant Selection
ea x|

[ cose | Company Code I Check &I

Companies

|C0mpany| Plart | Plant Name
0100 Company 01 Primary Location

Check All Plarts

Compary| _Flant | GL Branch | L Branch Mame Check All GL
01 |D1 oo m hitgin Branch = Branches
01 o100 10 Prirt Branch (=]

01 o100 15 Fulfillmerit Branch LI

01 o100 20 Data Processing (=]

o1 o100 a0 Data Dictiorary Branch |

o o100 B0 Cortrol Branch 1

Company| Plart | GL Branch | GL Dept | GL Department Mame |

01 Joroo o1 o Wein Department & Check All GL Depts
01 0100 10 10 Print Department =]

0 0100 15 10 Fulfilinent Department ]

01 0100 20 10 Data Processing Department =]

o1 0100 a0 01 Drata Dictionary Department |

o1 0100 g0 01 Coritrol Department |

0 0100 70 Jull Kriz Dept ]

01 0100 99 99 12345675901 2345675901 2545673901 234567590 =]

Save Selection | Report Lines | Crone |

To proceed with the report creation, click Save Selection, then Report Lines.

Create Cash Flow Statement

The cash flow statement created in PrintStream is based on the Indirect method. The cash flow statement
essentially converts the funds from an accrual basis to a cash basis. It allows the user to properly display the
changes in cash for a period. At this time, the cash flow statement should be run in the current format only. An
option to create from model/template allows the user to link the appropriate accounts, add additional lines or
change wording of lines. Be sure to save after making any changes to a line. The model statement uses the
following rules: decreases in accounts receivables, inventories, and prepaid expenses, increases in accounts
payable, and accrued liabilities are added to the net income amount. Increases in accounts receivable,
inventories, and prepaid expenses, decreases in accounts payable, notes payable, and accrued liabilities are
deducted from net income.

Assign a unique number for the report. This number is for internal use only to distinguish between the different
reports. The maximum length for this field is 6 numeric characters.

Enter a description (20 character limit) for internal reference. Then, enter a title for the report. This title appears
on the printed report (45 characters for each line) e.g., Company Name, Cash Flow Statement.

Select the format for the report. The Format Type selected defines the column setup on the report. Until
additional formats are available, the format type for the cash flow statement should be Current Period.

To print account numbers and accounts with zero balances, the appropriate check boxes must be selected. The
user can also set the format for credit balances on the report.

The user must also define the following criteria for the report:
e Type of rounding - (Usually exact). Help displays examples of rounding selections.

e Branches to be included - Choices include: all, single, range, and select (selections should be
separated by commas).

e Departments to be included - Choices same as above.

¢ Report Order - (the order in which Branch, Department, and Account number appears on the report).
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Other screen options include:
Clone

Copies an existing report set up and allows you to give the cloned report a different number, name, and make
whatever changes you wish in order to create the new report. More details on this option are available at the end
of this document.

Delete
Removes this report and all its format information from the system.
Cancel

Eliminates changes you have made to an existing report definition screen, and refreshes/returns the screen to its
original configuration.

Comp Plant Selection

Takes you to the next screen, where you will continue to create the report by creating line details.

ancial Reports for the Company : 01 Alaska Incorp - Plant Code: 0100 Company 01

I S G/L Report Definitions - Cash Flow S
Create

— Cash Flow Statements

Report # f10s0 f1050 Madel Cash Flow ~|
Description IModeI Cash Flow
Title ICaSh Flow Statement

IAII Branches and &l Departments

Report Format IYear-To-Date - | [ Prirt Acct# | Print Zero Balance
Round [ Scale IExact - | Help | Credit Balances Format
5 (A O AR

—Branches
Branches IAII Branches - | From Branch |D1 hain Branch - |

Ta Branch |99 12345673901 234567591 - |

CR Select Branches |

—Departments
Departments All Depts. - | From Dept. |D1 Main Departmernt - |

To Depit. IQQ 12345673901 234 5675E - |

OF  Select Departments |

| Reporting Order IElr—Dept—Account - | ‘

Report I=ines| Mewy Repaort | Clane | Delete: | Save Cancel |

To proceed with the report creation, click Save, then Report Lines.
Define Report Lines

The next step is to define the lines of the financial statement. After selecting the Report Lines button in the
Reports Definition screen, a new screen appears which uses the report number and description from the
previous screen.

The Report Lines Setup screen has three main components:
1. The Tree structure with the Report Lines at the upper left of the screen.
2. The Properties window shows the attributes of each line at the upper right of the screen.

3. The Chart of Accounts that will be designated as Linked or Unlinked at the bottom half of the screen.




V21.1.0200 General Accounting ® 45

_ﬁ

Highlight the report description (upper left corner), right-click, and select Add A Line At the Right TAB - Below.
After selection, move the cursor to the Description field on the right. (A warning message appears, reminding
users to select the green description box. The warning can be disabled if desired.)

M. G/L Report Setup For Report Mo : 1 X

File Reports

W —Froperties
"Rl Add Line Ab SAME TAB - Above - | Description

|« AddALine st SAME TAE - Below Action I j
«  #dd & Line At the RIGHT TAE - Below

| = add & Line At the LEET TGE - Below Account Type I vI
—: Mark &5 Constant Far 9 Tatal Marm. Bal. I vI

— [nfark &5 Constant Far % ;
| Supresz Line [T Check To Supress

|« Delete Line . — .

| SEinansal e porieSet o |
Flianeil e uupis Saiiy

ou have selected to Add a Line. Mext, Select
description box by Clicking in Green Field and
enter the Line Description,

[ Do Mot Show this Messade Again.

Create the first line of your report, which should always be a Header, by typing the name of the line in the
Description field In this example, it is Revenue. Then move the cursor (or tab) to the next field.

Next, assign an Action from the drop-down box. In this case, the action is Header. For Headers, the system
automatically creates a Total line below each Header at the same Tab or Level. This enables lines to be added
below the Header line (by highlighting the particular Header line and following the instructions explained below).
The system-created total line can be modified later, if needed, but should not be deleted. Because the Header is
a descriptive line, the next two fields (Account type and Normal Balance) are left blank. You may designate
skipped lines or underlining by selecting the applicable check box.

Clicking Done/Save after filling in the Properties screen updates the Tree Structure and saves the properties of
the line.
To create the next report line
1. Highlight the target line and right-click.
2. Select one of the following options:
a. Add a Line Above the target line, at the Same Tab point. (Tab refers to indentation or level.)
b. Add a Line Below the target line at the Same Tab point.
c. Add a Line Below the target line at the Next Tab (i.e., indented to the right).
d. Add a Line Below the target line at the Previous Tab point (i.e., move indentation/level to the left).

e. Mark the line as a Constant for Calculating Percentages. Every other line is calculated as a
percentage of the amount of this line (Income Statement Only).

f.  Unmark this line as a Constant for Percentages (Income Statement Only).

g. Delete Line. (Lines can be deleted if no accounts are linked to them.)



46 ® EFI| PrintStream | User Guide

Aidd A Line At SAME TAB - Above
Aidd A Line At SAME TAE - Below
Add A Line At the RIGHT TAE - Below

Mark fs Constant For %
UnMark &s Constant Far 9%

Delete Line

3. Click your choice.

If a new line is added by selecting (1), (2), (3), or (4), the cursor will need to be moved to the Description
(Green) field, where you will type the description for the new line. The description will usually come from
the hard copy or other outline of the financial statement that you are working from.

The Balance Sheet creation is handled in the same manner. Some differences occur with formatting and
accounts available for linking. Current earnings or net profit on the Balance Sheet is created using the
consolidate accounts action, then linking all income and expenses to this one line.

Cash Flow Statement creation is best accomplished by using the option to Create from Model/Template, then
linking the appropriate accounts and adding additional lines if needed

Properties Screen Guide
Description Field

It is optional to enter the Line description. However, this field can be used to describe headers and totals.
Because this description appears on the report, spelling, punctuation, etc., should be verified.

Action Field

An Action must be specified for each line of the report.
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Following is a brief description of each possible Action:

Action Description
Header This is a description or heading. No figures will be displayed against it. No G/L accounts can be
linked to a Header line. Required for use in calculations.
Consolidate The balance of all the accounts linked to this line will be automatically totaled and the total will be
Accts. shown on this line of the report.

When this action is selected, an Account Type and Normal Balance type must be assigned to it.
You will be able to link to this line any accounts that have not already been linked to the Current
Report by clicking on the UnLinked Accounts tab at the bottom window of the screen. You can
select the account or accounts you wish to attach to this Line by right clicking and selecting the
Link option or by placing a check mark on the Link column at the right side of the grid.

Note If you are setting up the report for a particular Branch / Dept., you will see the Chart of
Accounts for that selection only. The Unlinked accounts grid will be empty when all the
accounts in the Chart of Accounts have been linked to this report.

When running the report, only a single amount will appear on this line of the report.

Print Acct. This action performs the same function as Consolidate Accts. except that all the accounts linked to
Range this line will appear individually on the report. Check Print Total to have the total of all the linked

accounts shown on a separate line on the report.
For example, assume that at Line 45 you have a description of Discount/Rebates and had the
action as Print Acct. Range with four accounts linked to it. Suppose each of these four accounts
have the following Balance: Acct1 = 10, Acct2 = 20, Acct3 = 30 and Acct4 = 40. Selecting the Print
Acct. Range action will cause the general ledger description and balance for each of these four
accounts to be printed out on the report. On the next line of the report, the total of the four lines will
be printed (in this example, Discounts/ Rebate will print with a total amount of 100).

Total Prints the total of all the report lines located within the preceding Header and this total line.

Subtraction Puts in the difference between two total lines at the same level as this line.

Example: If you have Total1 = 100, Total2 = 250 and Total3 = 75 at the same level, and if you
have a Subtraction line after Total3 line, the amount that will appear on the Subtraction line will be
Total2 (250) — Total3 (75) = 175

Note This action calculates the difference between the above two immediate Total, Addition, or
Subtraction lines at the same level. In effect, the two lines may be either a total line or a
computed line.

Addition Functionally identical to Subtraction but in this case the lines are added together.

Ending Balance For Cash Flow Statement only, tells system to pull balance from previous period.

The Display fonts for each Action have been set up as follows:

Action Color Font
Accumulate Accts., Print Acct. Black Normal, Size 8
Range, and Consolidate Accts.
Header Black Bold, Size 9
Total Black Bold with Underline, Size 8. It is indented so as to fall in line
with the Lines it is totaling
Addition & Subtraction Blue Normal, Size 8
Account Type Field

The account type is required when linking account(s) to this line. If the line has an action as Header, Total,
Subtraction or Addition then it is grayed out.

Normal Balance Field

The Normal Balance type must be selected when linking account(s) to this line. If the line has an action as
Header, Total, Subtraction or Addition then it is grayed out. If the account type is Asset or Expense the default is
Debit. For Income, Capital, or Liability the default is Credit. If this line is marked as constant, the words “Constant
For %” are displayed to the right.
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Suppress Line

Select this check box to suppress the printing of this line. It will not display on the printed report. It will be gray on
the display screen.

Skip Lines After

Enter a numeric value to display one or more blank lines after this line.

Line Number

This number is used as a reference when using the Report Definition options.
Underline

Check the box to underline this line.

Page Break

Select the After This Line check box for a page break in the report after this line.

Note To undo any changes made to an existing line, click the Cancel button at any time.
To save entries, click the Save/Done button.

Financial 03 61 Fanure Saing Foy Faoure (s 2 L-:Jﬁ
File Reports
- ~Properties
% Master E Dezciption |Sales Revenue Accournts
= Revenue:
=+ Sales Rev Action Print&cct. (Range) « | Print Total [
| Sales Revenus Accounts
o Special Revenue Account Type Income ¥ | Show Inc & Exp Accts? [
o
I Total Sales Rew
— = Total Morm. Bal. | Credit =
=¥ Other Revenue:
" Cther Revenue accts SupreszLine [T Check To Supress
o
Total Other Revenue
et A 0 30
o TR Skip Line &fter Line Number
- Cost of Goods Sold:
= =
Cozt of Sales
¥ __ Total Cost of Goods Sold vl IV Check To Underine Cancel
o :
e it = i
4 nr_ofs’!ornon &= Page Break [ Atter This Line Save
Linked Accounts lUnLinked Accourts ] Cloze
Orcler ‘ Branch | Dept. | Acct. # | Description Type | Lirk | =
u |D1 m 4000 sales revenue Income H _|
o o1 m 5001 Sales from Buyouts Income i
0 Jals] oo 4000 Revenue Income H
1) 01 o 5005 Labor Sales Income 1

Linking Accounts

If the action for a line is Print Acct. Range or Consolidate Accounts, a grid appears in the bottom half of the
screen. The accounts that appear in the table are those for the selected Branch and Department only. The table
shows the Branch, Department, Account Number, Account Description, Account Type, and a check box for each
account line to select or deselect it. This window has two tabs: Linked Accounts and UnLinked Accounts.

¢ Linked Accounts: When this tab is selected, it displays all the accounts linked to the highlighted line.
When adding a line with an action as Print Acct. Range or Consolidate Accounts, this table is empty.
Click the Unlinked Accounts tab in order to link accounts to the line. However, to unlink accounts that
have already been linked, select the account(s) to unlink by highlighting, right-clicking, and selecting
Unlink. If only one account needs to be unlinked, clear the link in the far right column.

Printing order of the accounts can be set by assigning a number to each of the linked accounts in the
Order column. In the absence of the order numbers, the accounts are printed in the reporting order
specified in the main Report Definition screen.

¢ UnLinked Accounts: When this tab is selected, all the accounts not yet linked to any of the lines in the
current report display. If you wish to link any of these accounts, select the account(s), right-click, and
select Link. Alternatively, you can link an account by putting a check in the Link column on the right
side of the grid.
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Groups of accounts can be linked at one time. Also for ease in linking like accounts, the table can be
sorted by clicking the table header names. Once the accounts have been linked to a report line on the
unlinked accounts screen and the screen is closed, the newly-linked account(s) appears on the Linked
Accounts screen.

After linking, click Close and then Save. The new line appears in the upper left window. Whenever you
highlight this line by clicking it, the accounts linked to the line appear at the bottom of the screen.

Editing an Existing Financial Statement

To edit a previously created financial statement, return to the Create menu and select the desired type of
statement to edit. When the main screen appears, click the arrow for the drop-down box, (upper left corner), and
select the report # to be edited. All previous selections can now be changed and saved.

The individual report lines can also be edited or changed by highlighting a line, making the desired changes in
the Properties section of the screen, and then clicking Save.

Cloning an Existing Financial Statement

The Clone is a copy feature that allows an existing report to be copied to create a new/different report. From the

initial Create screen, select an existing report to start with from the drop-down list. Next, click the Clone button at
the bottom of the screen. This copies the existing report set up. Give the cloned report a different number, name,
and make whatever modifications are needed in order to create the new report.

Help

This displays a read-only view of the GLBAL data table; which holds historical balances for each GL account by
period.
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Display

To preview, print, or export a financial statement, use the Display menu bar and select the icon for the type of
report: Display Income Statement, Display Balance Sheet, or Display Cash Flow Statement. Print Report
Definition, Display Report Definition, and Quarterly Reports are discussed in later sections of this document.

Display Income Statement/Balance Sheet/Cost Flow

Once the type of report has been selected, a screen appears to enter the date of the report. Once the date is
entered, the Year and Period appear. Reports print for Period/Year. They are not date specific.

Select the report format to preview/print (default is Current Period), from the drop-down menu in Report Format.
Select comparison option, print account #, print zero balance, or credit balances format if necessary. Place a
check mark in the Select Column next to the report to preview/print. The report description is the description
entered when creating the report in the previous section. Then click Preview or Print. A preview/print report
option is also available from the Report Lines screen under Reports. All reports can be printed or exported from
the preview screen.

Financial Reports for the Company : 01 Alaska Inc. - Plant Code: 0100 Company 01 Primary L

FI nanCIaI H Income & Expense Statement g

Create
Display

Display Income
Statement

Display Balance Sheet

Display Cash Flow

Display Income Report

For Period Ending : | B r24/2008 j Year ;| 2008 Period :III

Report Format - |Current Period ﬂ
Compareto - (® Last Year (" Budget " None
[~ Print Account # [~ Print Zero Balance

Credit Balances Format :(6 (######8) (- Jromms

Statement
alemen Report Report Description select | -~
Number
. 1 Sample =2
: " 5 Company Wide Templat -
Print Report Definition
p 6 Company Wide -
. 21 Master -
111 Sample IS -
Display Report Definition 555  Template (El
5551 | Template =
E 5501 | Model Income Stmt o
- 5601 | Model Income Stmt =
Quate - 5
Quaterly Report 5611 |Demo IS i
11111 Test o -
Select Report Number to work with from the Print Preview |

list.

Data for the Period ending the date entered
will be displayed. Done |
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Print Report Definition

The Print Report Definition icon allows you to view the reports that have been created. The upper portion of the
report details the main definition screen or Report Header. It shows levels, line descriptions, and account links.
This report is accessed from the Display menu bar. Select the report definition to review by selecting the check
box on the far right side. Preview produces the following screen, which can be printed or exported. This report
generates a behind the scenes look of the report set up. For a detail of the accounts linked to individual lines,
select Display List of Accounts before previewing/printing the report.

The report definitions can be previewed or printed as needed.

Preview
y | o] &|&|&| [0 =] M| Total19 1002 190f19
Alaska
Financial Reports Definition
Date & Time : OB222000  1:42:11
Fage |
Report No = 1 INCOME STATEMENT Format : Period & Year-To-Date
Description : Tree Yersion Wyith Actuals
Title tldahe Rounded : Exact
Incorme Staternent
Branches P01 TO10 Print Zero Balances : ves
Departments : 01 T 10 Negate Credits Mo bz
Lire Skip Lir
Mo. Description Lew Action Eranch-Dept- Accounts Supress Underline Befare
10  Revenue 1 Header
20 Sales Rewvenue 2 Header
30 Sales Rew Accts (nonprinting line) 3 Primt Accts. 01 -0 -4000 To 1 0-10-4000 N
40 Total Sales Revenue 2 Total
S0 Cther Rewvenue 2 Header
G0 Cther Rew Accts (non primting line) 2 Primt Accts. 01 -0 -4100 To 1 0-10-4200
70 Total Cther Revenue 2 Total
80 Total Revenue 1 Total
90  Gross Sales 1 Addition
105 Cost of Goods Sold 2 Header
114 OGS Accts (non printing) 3 Print Accts. 01-01-6100 To 410-10-7200
125 Total Cost of Goods Sold 2 Total
125 Operating Income 2 Subtraction
150 Expenses: 1 Header
160 G&A Expenses 2 Header _ILI
. >
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Display Report Definition

A display is available to help change the level of lines. This should be used with caution. Guidance should be
obtained from PrintStream Accounting Support before using this option.

After selecting the Display Report Definition icon from the Display menu bar, select the report to be viewed
from the drop-down box in the upper left. After selecting the report, click Load Report Lines. A grid opens. The
yellow cells can be edited to change level (tab).

# Financial Reports for the Company : 01 Alaska Inc. - Plant Code: 0100 Company 01 Primary Location

Financial | Report Definition Display
C.reate Report Statements
e Report # |11 Sample Balance Sheet ~]
E (D=l () B Sample Balance Sheet
Display Income Title Sample Balance Sheet
Statement
E All Branches and All Departments
Display Balance Sheet Line # Description Action Cur. Level #| Changetolev# [«
15 ASSETS Header 1 1
E 30 Current Assets Header 2 2 ]
Display Cash Flow 45 Cash Cons. Accts. 3 3
- St:atem_ent 60 Accounts Rece!vable - Trade Print Accts. 3 3
75 Accounts Receivable - Other Cons. Accts. 3 3
. 90 MNotes Receivable Print Accts. 3 3
. » 105 PrePaid Expenses Cons. Accts. 3 3
FLLRE T DAL LT 120 Total Current Assets Total 2 2
. 135 Property & Equipment - Net Print Accts. 2 2
: > 150 Inventory Print Accts. 2 2
Display Report Definition 165 |TOTALASSETS Total 1 1
E 180 LIABILITIES AND SHAREHOLDERYHeader 1 1
195 Liabilities Header 2 2
Quaterly Reports 210 Current Liablities Header 3 3
225 Accounts Payable Print Accts. 4 4
240 Accrued Liabilities Cons. Accts. 4 4
255 Deferred Revenue Cons. Accts. 4 4
270 Customer Deposits Cons. Accts. 4 4
285 Total Current Liablities Total 3 3 -
‘ Load Report Lines | Save Changes Close

Quarterly Reports

Quarterly Income Statements are displayed using the same method as regular income statements with the
addition of allowing the user to set the quarter by selecting the end of quarter date. Two format options are
available: Current Qtr and 4 Quarters.
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Default Reports

Default Income Statement and Default Balance Sheet formats are also available. These formats are useful for
situations where numbers are important, not style. In other words, no special formatting is used. These reports
can be previewed, printed, or exported.

iz fu iz G uay L)

Financial £ Uizl Dafauli sz Sia ﬂ
Create
Comp Plant
Display Code Company Code Flant Name Select
DRI 01 Alaska Inc.

MO0 Company 01 Primary Location

| v
Select All

Display Report
Period Ending - 4 2312007 |

Year: ml Period |;|

Repott Optiohs
¥ Show Detailed Report
[ Include Budgeted Amounts

v Frint Azcount Mumber

" Consolidate Companies into one
" Geparate for Companies

Preyiew

Print Done

INCOME STATEMENT
Alaska Inc. - Company 01 Primary Location Page 1of 1
442302007 Printed o | 42372007 3:30 1400
[ Morth ] [ Year Ta Date 1

Branch - Dept - Accourt - Descriptian Curr. Mornth Bucigeted currvear Bucigeted
Inseme
00-00 4000 Revenus 1,100 00 0.00 2,525.18 0.00
01-01 4000 sales ravenue 1.000.00 0.00 187.723.78 0.00
0101 4011 Labor Sales 75,430 63 0.00 2744.719.69 0.00
01-01 4100 fraight revenue 0.00 0.00 35.00 0.00
01-01 4125 Freight Revenue 5LC 0.00 0.00 872 0.00
01-01 4200 Buyout revenue 2,000.00 0.00 5,400.00 0.00
01-01 400 mail Revenus 0.00 0.00 1,322.70 0.00
01-01 4500 suspense, rounding 300 00 0.00 -300.00 000
10-10 4000 Sales Reuenue 000 0.00 170,91 000
1010 4200 Buynut Revenus 000 0.00 -1.000.00 000
1010 5000 Genzral Sales 0.00 0.00 950,17 0.00
20-10 40010005 DP revenue 0.00 0.00 11.78 0.00
Inseme 52,290.62 0.00 2.841,575.99 100,030.00
Expenses
00-00 5000 Expense 460,00 0.00 355.00 0.00
00-00 500 Consignment Expenze 1,000.00 0.00 1,100.00 0.00
0101 5015 Special Expenze 0.00 0.00 4,098.00 0.00
01-01 5100 Utilities - Phone -109.00 0.00 -0,205.64 0.00
0101 5200 Office supplies expense 50.00 0.00 1,701.50 000
01-01 6000 ap without inw ditf 000 0.00 100.00 000
0101 6300 postage unbillable 000 0.00 8,000.00 000
01-01 6400 postage =poilage 0.00 0.00 1.316.95 0.00
01-01 7000 Direct - payroll expense 0.00 0.00 2,500.00 0.00
01-01 7100 freight expense 0.00 0.00 £0.00 0.00
01-01 7131 Laborin Frocess Changs 30750 0.00 907.50 0.00
01-01 7200 buyout expanse 2,000.00 0.00 2,200.00 0.00
0101 7250 Envelope Expense 000 0.00 10,520.00 000
0101 7300 spesial expense 000 0.00 1,101 .00 000
0101 7400 mailshop expense 000 0.00 2,336,668 000
01-01 3600 Commission Expense 5.850.99 0.00 5.350.99 0.00
1010 6000 Print Material Expenze 1,070.00 0.00 1,070.00 0.00
1010 6001 Paper Expense 0.00 0.00 44,000.00 0.00
1010 6002 Black Paper Expense 0.00 0.00 1,000.00 0.00
20-10 6000 DP Matenial Expense 000 0.00 191.58 000
B5-01 5000 Expenses for Branch 65 000 000 565,00 000
Expenses 10.562.49 0.00 70,622.64 0.00
Net Prodit or Loss 7172214 0.00 2 861,852 25 160,030 00
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FAQs
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Following are Frequently Asked Questions about PrintStream Financial Reports:

Q:
A:

2

How do | know if all my accounts are included in the financial report?

Print out the Chart of Accounts to verify all of your accounts. The Chart of Accounts is available from the
General Ledger Module. Compare to linked accounts to verify that there are no unlinked accounts.

What if | need to delete a line on the report?

To delete a line, select the line, right-click, and select Delete Line From Report from the drop-down
menu. If any accounts have been linked to the line, they must be unlinked before the line can be
deleted.

Can | print a financial report for just one branch or department?

Yes. Select Single Branch or Single Department from the Income Statement Definition screen and
indicate which branch or department.

What will happen if | add a new General Ledger account, branch, or department?

You will need to link new general ledger accounts in the report lines. New branches and departments
will be included on the report if All Branches and Departments are selected in the Definition screen. If
not, be sure to include them in the From and To section of the Statement Definitions.

| created a line in a previous version; it does not show on the display but shows on the report | print,
what do | do?

Double-click the display area where the line should appear; if the line does not show after that, call EFI
PrintStream for help with database file repair.
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Sample Setup

Line # Level Line Description Action Type BN;raT;Ie SkiBnljZfliﬁ;terl
5 1 Revenue Header None
10 2 Sales Revenue Header None
15 3 Sales Revenue Accounts Print Accts. Income Credit Underline
20 2 Total Sales Revenue Total None
25 2 Other Revenue Header None
30 3 Other Revenue Accounts Print Accts. Income Credit Underline
35 2 Total Other Revenue Total Underline
40 1 Total Revenue Total
45 1 Cost of Goods Sold Header
50 2 Cost Accounts Print Accts Expense Debit Underline
55 1 Total Cost of Goods Sold Total Skip Line After
60 1 Gross Operating Profit Subtraction Skip Line After
65 1 Selling Expenses Header
70 2 Selling Expense Account Print Accts. Expense Debit Underline
75 1 Total Selling Expenses Total
80 1 Income After Selling Subtraction Suppress
Expenses
85 1 Administrative Expenses Header
90 2 Administrative Exp Accts Print Acct Expense Debit Underline
95 1 Total Admin. Expenses Total Page Break
100 1 Net Operating Profit Subtraction
105 1 Other Income and Header
Expenses
110 2 Other Income Header
115 3 Other Income Accts. Print Accts. Income Credit Underline
120 2 Total Other Income Total
125 2 Other Expenses Header
130 3 Other Expense Accts. Print Accts. Expense Debit Underline
135 2 Total Other Expenses Total Skip Line After
140 1 Total Other Income and Total
Expenses
145 1 Net Profit before Taxes Addition Underline / Skip Line
After
150 1 Taxes Print Accts. Expense Debit Print Total

155 1 Net Profit After Taxes Subtraction
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The Total at line 20 is the total of the amounts at lines 10 through 15.

The Total at line 40 is the total of the amounts at lines 20 through 35.

The Amount at line 60 is the Total at line 40 minus the Total at line 55.

The Subtraction line operates as follows: The system seeks the nearest Total line above the Subtraction line
and then seeks the nearest Total, Subtraction, or Addition line above that. The amount listed is the difference

between the two.

Note

The two total lines in the Subtraction equation should be at the same tab/level in the report.

For example, to calculate the Subtraction amount at line 100, the program subtracts the Total at line 95 (the
nearest Total, etc., line above line 100) from the Total at line 75 (the next nearest Total, etc., line above line 95).
The same routine occurs when the action is Addition, except that the first preceding Total line amount is added
to the next preceding Total line (rather than being subtracted from it).

Financial

Create

FsFinancial Reports for~

Report Setup For Report Mo : 1000
File Reports

Iﬁ Sample Setup =
- Revenue
- Total Revenue
=¥ Cost of Goods Sold
— Total Cost of Goods Sold
— Gross Operating Profit
Selling Expenses

Total Selling Expenses
— Income After Seling Expenses

i A dministrative Expenses | |

Total Administrative Expenses
" het Operating Profit

a,

7
6 8 8 8 4

4,

E3
~Properties
Description IAdministrative Expenses
Action IHeader 'l

Account Type I 'l
Total Maorm. Bal. I 'l

Supress Line [ Check To Supress

Skip Line After IEI

Cancel I

Financial

Create

F—* Other Income and Expenses Ut I Check To Unierling

‘_I_( Total fithar Inenma and Eunrn.zl; Page Break I_ Adter This Line Save |
&, G/L Report Setup For Report No : 1000

File Reports

= ~Properties
E_]_ Other Income and Expenses — | Descrigtion INEt Profit After Taxes
¥ QOther Income
L« Cther Income Accts. Action Isub-traction 'I

o Total Other Income
¥ Other Expenses
L Cther Expense Accts.

o Total Other Expenses
- Total Other Income and Expense
" het Profit Before Taxes
=¥ Taxes

L+ Tax accounts
¥ Total Taxes

o

Accourt Type I 'I
Total Morm. Bal. I "I

Supresz Line [T Check To Supress

Skip Line After IU

Underline ™ Check To Undetline

Page Break [~ After This Line

Cancel

Save
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General Information

Note  Additional formatting may be needed to pre-version 12 financial statements.

Due to program changes made to the financial reports program for v12, additional formatting may be required to
financial statements created in earlier PrintStream versions.

Before proceeding with the following changes, you should compare a current statement with one previously
generated from PrintStream.

Balance Sheet

To properly calculate the current earnings, you may need to unlink the income and expense accounts and re-link
them to the current earnings line.

Income statements

If you have had to change the normal balance for an account in the past, you may need to change the normal
balance back. For example, if you changed the normal balance on an income account from credit to debit to help
with the calculations, you will now need to change the account back to a normal balance of credit.

Sections for Other Income and Other Expenses may also need to be isolated into individual sections. See
below.

M o T2 b M om [ S&& ([50S4 Toss w0z 2802

Title : Anderson Direct Rounded :  Exact
Income Statement
Branches 01 TO 70 Print Zero Balances : MNo
Departments : 01 T0O 01 Negate Credits : Yes
Line Skip Lines
No  Description Lev Action Branch-Dept-Accounts Supress  UnderLine Before Aftel
10 Revenue 1 Header 1
20 Sales Revenue 2 Header
25 Total Sales Revenue 2 Total
35 Other Revenue 2 Header
4n  Total Other Revenus 2 Total
45 Total Revenue 1 Total
55 Cost of Goods Sold 1 Header
g0 Total Cost of Goods Sold 1 Total
70 Gross Profit 1 Subtraction
80 Administrative Expense 1 Header
g5 Total Administrative Expense 1 Total
95  Net Profit 1 Subtraction
106 Other Income & Expenses 1 Header
115 Other Income 2 Header Y
125 Other income accounts 3 Print Accts
135 Total Other Income 2 Total
145 Other Expenses 2 Header Y
155 other expense accounts 3 Print Accts.
165 Total Other Expenses 2 Total
175 Met other income and expenses 2 Subtraction Y
185 Total Other Income & Expenses 1 Total
195 Profit After 1 Subtraction
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Inventory Accounting

Overview

Because a typical company’s inventory, as reflected on a financial statement, can be a significant dollar amount,
it is important to institute procedural controls and limit access of certain activities to trained Supervisors.

There are many transactions that occur in the day-to-day maintenance and use of a Valued Inventory System.
This section of the document defines which of these transactions affect the General Ledger in PrintStream
automatically and which requires a separate journal entry.

This section is written specifically to address the accounting implications for following Valued Inventory types:
e Finished Goods (not including manufactured finished goods)
e Paper Inventory
e Raw Materials

For information regarding manufacturing finished goods in-house and the accounting transactions related to this
process, refer the document titled Manufactured Finished Goods.

PrintStream offers several different costing options, including lot based cost tracking, average costing, LIFO,
FIFO.

Customer Inventory in PrintStream works by keeping track of quantities for customer owned inventory at a zero
dollar value.
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Standard Debits and Credits in Inventory

Description dr cr
MS batch in GL Posting, Regular Issue
WIP Account (Asset — Control Account or Link to purchasing if multi-wip) $
Inventory Account (Asset — Link to Inventory from activity code) $

MS batch in GL Posting, Return to Inventory
(before related Job has been final billed)

Inventory Account (Asset — from Link to Inventory for Inventory Activity Code) $
WIP (Asset — Control Account or Link to purchasing if multi-wip) $

MS batch in GL Posting, Return to Inventory
(after related Job has been final billed)

Inventory Account (Asset — from Link to Inventory for Inventory Activity Code) $

Extra Costs (Expense — from Extra Costs Control Account) or Link to General Ledger Expense $
account defined. (Option available at time of posting)

MS batch in GL Posting, Destroys and Recycles
Material Spoilage (Expense — from Material Spoilage Control Account) $
Inventory Account (Asset — Link to Inventory from activity code) $
DI Batch AR Final Invoice
WIP Account (Asset — Control Account or link to purchasing if multi-wip) $
Expense Account (Inventory Activity Code link to expense) $
Cl Batch AP Purchase Order Invoice for Inventory Goods
AP Account (Liability— Control Account) $
Inventory Account (Asset — Link to Inventory from activity code) $
Manually Adjusting Average Price from Master File Inventory
No Automatic G/L posting occurs — A Journal Entry is required.
Physical Adjustment of Inventory
No Automatic G/L posting occurs — A Journal Entry is required.
Lot Adjustment — manual change of lot value

No Automatic G/L posting occurs — A Journal Entry is required.

Note All issues to jobs that have occurred following the recalc date entered will receive
adjusting entries that will post as part of the MS batch.

Entering Initial Quantity During Creation of Inventory Item
No Automatic G/L posting occurs — A Journal Entry is required.
Receiving Goods from Purchase Order
No Automatic G/L posting occurs — Posting to G/L occurs through A/P Invoice

Note When using the Multi-WIP feature in the system, the Link to Purchasing is used to determine the WIP
account rather than the control account setting.
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Set-Up

The following set-up guidelines are based on Finished Goods, Paper Inventory, and Raw Materials being
purchased into Inventory. At some sites, paper is considered an inventory item, but it can be purchased
specifically for a job as well.

Note  Customer Inventory is tracked by quantity with no associated value. In order to maintain the integrity of
the Customer Inventory portion of the Inventory program, you should make sure that the activity code
defined as Customer Inventory is marked as non-chargeable, which will prevent accidental linking or
purchasing.

Adding an Activity Code
A separate activity code should be added for:
e  Customer Inventory
e Finished Goods
e Paper Inventory
e Raw Material Inventory

Please follow directions for adding an activity code or seek advice from your EFI PrintStream Support contact for
this step.

Linking to Purchasing / Linking to Inventory
Customer Inventory

In the Link To Purchasing screen, verify the links for your Customer Inventory activity code are blank. If
you have this activity code set as non-chargeable it will not appear in the Link to Purchasing screen
(recommended set-up).

Finished Goods

Link to Purchasing: Finished Goods Inventory should be linked to a Work in Process asset account. In a
single company, single plant environment this would be the same WIP account defined as a Control
Account. By linking to WIP in this area, it allows for flexibility, meaning, the activity code may be used when
making job related purchases, as well as purchases into inventory.

Link to Inventory: Finished Goods Inventory should be linked to an inventory asset account. This asset
account could be titled something generic, like Material Inventory, or as specific as Finished Goods Inventory.

Paper Inventory

Link to Purchasing: Paper Inventory should be linked to a Work in Process asset account. In a single
company, single plant environment this would be the same WIP account defined as a Control Account. By
linking to WIP in this area, it allows for flexibility, meaning, the activity code may be used when making job
related purchases, as well as purchases into inventory.

Link to Inventory: Paper Inventory should be linked to an inventory asset account. This asset account
could be titled something generic, like Inventory, or as specific as Paper Inventory.

Raw Materials
There are considerations to be made when creating links for Raw Materials. Optional settings are described below.

Link to Purchasing: Raw Materials may be linked to a Work in Process account as in the scenarios listed
above. This allows for job related purchasing. They may also be linked directly to an expense account, see
further explanation in the following section.

Link to Inventory: Raw Material Inventory may be linked to an inventory asset account. This asset account
could be titled something generic, like Inventory, or as specific as Raw Material Inventory. This link may also be
left blank in the case of items such as ink and plates that are difficult to track. It may make more economical
sense to directly expense them rather than try to issue them as job costs and track an available quantity.
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Linking to General Ledger

In the Link to General Ledger screen, an expense account and a revenue account should be defined for each of
your Material activity codes. Any expense or revenue account will work, but should be specific to the process
type. Again, no linking is required for the Customer Inventory activity code.

Item Links in Master File Inventory

Part of the creation process for a new inventory code is to select an activity code to link it to. The activity code
selected automatically fills in the correct GL linking based on the accounts that were defined in the Link to
Purchasing and Link to General Ledger. For more details on how to properly set-up a new inventory item code,
refer to the Inventory and Warehouse documentation.

Note  Sometimes the activity code you want to use is not available in the drop-down list. You may need to add
the code to Report #30. This also enables the code in Estimating when creating an inventory item for a
component; therefore, it should be discussed with your EFI| PrintStream Production Support manager
before changing.

Reconciling to the General Ledger

Following is a list of steps to take prior to comparing the Period Inventory Report (in the Inventory Reporter
program) to the General Ledger balance.

1. Post Materials/Postage and Inventory from the General Ledger Posting menu (MS batch).
You may refer to the General Ledger documentation if you need assistance with this step.

2. Post all Accounts Payable batches for the period you are reconciling.
You may refer to the Accounts Payable documentation if you need assistance with this step.

3. Print the Transaction Report from Inventory Reports for Physical Adjustments, Initial Quantity,
Opening Transactions, Cost Adjustments, and Lot Adjustments.

(These transaction types may occur through Inventory but do not automatically post to the General
Ledger. A journal entry is required in order to reconcile to the General Ledger. A report may be
generated through the Inventory Reports, Transaction Report Screen, Transaction Report, to determine
the journal entry required.)

4. Record a journal entry to account for all transactions reported in step three.
You may refer to the General Ledger documentation if you need assistance with this step.

5. Print the PO Receipts Accrual Report from Purchasing Entry/Reports and record a journal entry
to accrue for items received in the warehouse that have not been entered through Accounts
Payable. (Use Accruals Batch Entry so that your entry reverses in the following month.)

6. Print the Period Inventory Report from the Inventory Reporter and the Transaction Ledger from
General Ledger for the corresponding Inventory asset account(s) and compare the two totals.

Compare the Period Inventory Report to the Amounts in General Ledger

Print the Period Inventory Report from the Inventory Reporter and the Transaction Ledger from General Ledger
for the corresponding Inventory asset account(s) and compare the two totals. The two should match.

Different reporting criteria may be used to fit your specific set-up. For example, if you have separate Paper
Inventory, Raw Material Inventory, and Finished Goods Inventory account this report may be generated for each
type separately. If you are tracking these items separately through Inventory but have them all linked to the same
General Ledger Inventory Asset account, then this report may be printed selecting All transaction types.
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The Close Value column should match the balance in your General Ledger for the corresponding asset account.

WARNING The value of this report is updated based on the receipt date. If you receive goods in February but
enter an AP invoice that changes the value in March, February’s report reflects a different amount.
An effort should be made to enter the AP invoice for all goods received in a period in order to avoid
this timing issue. If an accrual is being made, a call to the vendor (so that the accrual is accurate) is
also recommended. We will be addressing this problem in a future release. In this scenario, the
General Ledger is accurate at time of close, it is simply a timing issue with the report itself.

Consignment Inventory

Following is a suggested method for managing consignment inventory. This method allows for tracking and
costing with a value against a job, without impacting an asset account, therefore, not presenting an inventory
value for the company.

Setup

Create a new General Ledger account for Consignment Liability. Be sure to click the check box to Generate
Dissection Code.

@ File  Options  Utility  Help
01*Re ;
port Streamline 5o
FRODUCTION SvSTERM
ACCOUNTING STRUCT.. Il
Branch
Q D epartment
G/L Branches [For the
Campatiy]
Active | Mumber | Description ® |
| 14 | 1350 material inventony Account Mumber |2?DD
G/L Departments [Far the | 15 | M 1400 firizhed gaods inventary
Company] | 16 |# 1500 accounts receivable sccount Name IEonsigned IFreehbory
iﬁ 1 ;gg ;Ets;:;;;eﬂsptlon —Accountlupe —————— — Mommal Balance - keep Transactions
19_|¥ 1850 £/D Automobiles " Income " Debit " Month
G/L Chart of Accounts o0 | 1900 Equipment ;
[Far the Compary] = ' " Credit
|21 | 1950 4/D Equipment " Expense
$ | 22 |v 2000 Accounts Payable " Quarter
| 23 | 2100 postage liability  Asset
Bark Accaournts [For the | 24 | i 2110 Postage Escrom P
Company] | 25 | 2180 Job Prepayment Liahility @ Lisbiit ear
| 26 |v 2155 Job Prepayment Offsst B
Q | 27 |¢ 2175 Commission Accrial . = F
: 28 | 2200 sales tax payable € Capial SRl
Company Contral &ccounts Eﬁ 3737 beciued Revenus
| 30 |« 2300 ap without invoice
@ | 3 4 2400 Misc. Accrual
Link Ta Purchasing | 32 |v 2500 Due To/From 02 - 01
[Spstem] | 33 | I 2510 Irterco Pstg - 07 from 02
| 34 | ] 2E00 Broker Fee Liability
- | 35 | I 2605 Licenzing Fee Liability Aidd Save LCancel
| 36 | ] 2610 Inv Uzage Fee Liability
Link ta GL [Spstem) E 2615 Man I Usage Fee Liatility S e I

Create a new Material activity code for Consignment Inventory.
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— — e x [
=] x|

01*Report =
PRODUCTION SYSTEM | |[Eome Aty Charge/Nat Bt o | Friimsio |Fostie emiam st T (| P e
Eosun STRLET..| ||| P | ‘o Activiy Descrption LM | FhErserel G ik To Puuchasing|  DosgrtenLik wenosin | Puchas)  gojes Tas | GL Link Tolnventory| 257otn L e
® 01 0100 9005 Riaw Materiak on Consignment M Chage 0101011200 i 0100 Diss_| 05" 6% Michigan U071012700 Consianed Inverfon_ 00| Diss
Link. T[° '::*E’;*]‘as‘“g 0T 10100 (96020 BestWay Freight Chargss W Non Chaigs Diss Diss
v ol oion M5 UPs M Chegs 0101011200 win ot Diss |10 (% o sl 111017100 reight sxperss 0100 | D
- Ol olon M4 FEDEX M Chergs 0101011200 win o1 Diss | 10" (% o kel 101017100 reight experise MO0 | Diss

Link to Expense = material expense account of choice

Link to Revenue = material sell account of choice

01*Report —Link Activities To GL
i | ) (40| = o e | M| e || (R Descr LMS | Plart Cods
PRODLCTION SYSTEM i (Cimgte || [EF | [ofsi Bl | o iz

ACCOUMTING STRULCT... o1 [ B e T o1 01 4000 95005 Raw Materials on Consignment M o100

i 01 O 4000 96000 SET UP INVENTORY C G100

- o o o1 4110 85050 Merchart Activity L 0100

_ Y a 95025 EXPRESS L 100

Link to GiL [System] o 0 85021 POD Delivery L 0100

| Y o o1 4300 85017 DELIVER TQ POST QFFICE L 100

Create a new inventory item.
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ager---genmulti_
My Fage Cluick L

Main Information <

Type = Raw Material

@] Inventary War ---genmult

ly Page Cluick Links Master Files Transactions Irventory Setup Settings and Utilities

J Main Information < |

= Search Refresh

File Manage Option Help

Inventory Type

Raw Material | () Cuskomer () Finished =oods () Paper I@ Raw Materiall |

Sell Method = optional

Costing Method = Standard Cost (This allows for a user defined costing value that does not change based on
actual purchased or produced value)

Inventory Classification = Consignment

--- Plant: 0100 --- User: BRANDORN - = X

My Page Quick Links Master Files Transactions Inventory Setup Settings and Utilities

Main Information

H Mew save 3™ search |Sri Enter Init o View Picture Change Awg. Price /=2 Refresh Setting  |='| Create Revision comvert 7 Notes Clear
: = o S
e

File Manage Option Help

Item Search

Item # 462739 v e Inv, Code 462739 - Rev. Code

Deseription | Consignmen Pisces < || Tem Campaigns |

Invertary Description Sync With IS
Description |consignment Pieces |
[7]DSF Shared 7] Cambine in Carton 7] Can be used as Packing Material Partizl POD Taxable
Inventory Detals
Unit OF Measure Perm - | Unit Conversion 1000 |
Expiry Date [12/3/2065 -| Crested Date 121312015 -|
Layout Acrass 11 | Layout Around 1 Number Up [1 ]
Pricing
Sell Method Standard Price - |o.0000 |
Costing Method Standard Cost | = | =
Declared Yalus Fixed Value -l o |
Uit O Cost Description Per M -|
Uit OF Cost 1000 Average Cost 0,000 |
[athers |
IC\ass\ﬁ(at\nn Consignment - | Tracking Type I -]
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To establish the quantity, create a Purchase Order (PO) and add a new Material Inventory line item.

Iy Page Functions Purchase Order
Create Mew PO Purchase Approval Task List
Open Selected PO Copy Purchase Order Create Default Reports
Search PO Reports Iventory
Purchase Order 5| |Schedu

[F]

Purchase Grder * |

ﬂewLme‘ Sawe Delete Line Preview Print Update Job Changesl

PO Header
[ Job Related |
| MNon-Inventory |
Addresses e —
e | Faper Inverkary |
vendar 100 | [printing Company \ FnshedGoods | |{eamine Salutons
Address 445 west main ‘ Material Inventory. | |[p merizan way |
erphis, TH I Customer dilbla | |
453423 ————————— ||IrroIT, Mi4szm |
| Cancel |
Telephone [ | Fax | Currency |USD |
e — | == T |
Detals Inventary Quantitics Casts Job -
Detals pproved | DueDate | C0s | Dslered oy Ttem # [nventory | quaniy, | Susnity Cost fctual Cost | Job#
Type Status Tvpe Received
[ 40,00 $0.00| =

Acdresses [[Line Ttems |

Make sure the Price is for zero dollars.

=15 x]

My Page Functions Purchase Order
Purchase Order %
PO Header
Order # 3155 Date Ordered By [BRANDON | Reference ||

Line Items

Material Line Item

Item Details Pricing =
Poline # | 1 Order Date |12/3/2015 -] Due Date 32015 - | || Quantiy [ 2500| Gy Received [
ltem# 462730 ool g | [newen | e | 000 rer 100 |
v, Code 462739 <] Rev. coce| ‘ Discount % [ 0.00%| [ g piscount percentage
Discount Prics | s0.000] | O Discourt Price
Description | Consignment Pieces -
Taix Amount [ | cost | $0.00] inders jOvers 10 =
Accourting
Activity Code [96005 - - | Activity Hame |Raw Materials on Consignment |
Motes | -] Reciinghiotes -
Glcode  [27m0 || Consigned Inventary
Vendor Quote # | StockDetals | | Reservations |
Tax Code |00 - o | 0% non taxable ] I
-

Addresses | Line Ttems |

Receive the PO line item as normal. The audit trail for the inventory item will reflect the updated quantity at a

zero cost.
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01 - Flant 0100 - User BRANMDOR

Quick Links Master Files Transactions Inventory Setup Settings and Utilities

IMain Information | Audit Trail
é Dlew Hﬁave ﬁSEaLch % Enter Init Gty Wiew Picture » Change Ava. Price 2 Refresh Setting |= Create Revision Convert 'f Motes Clear

File Manage Option Help

Item Search

- 2| I code 4e2739 - | Rev.Code | | Destription |Consignment Pieces - | Ihem Campaigns |

Drag a calumn header here to group by that calumn

Quantity Declared Yalue On Yalue On Hand s Declared

P Cost | oo e value User Time: Mates Lot # Job # skid 1d

Date: Type Referencs wareHouse | Location Quaritity

0.00{BRANDON  [09:18

12f3f2015 [l 0 =
12/3(2015 Opening  Opering Trans X . $0.00 0.00 0.00

v

0,00 BRANDON 0905 [i]

Issue the inventory item to jobs as normal.

-—-genmulti_2 14_0_dosrun --
by Fage Cluick Links hlaster Files Transactions [
| Main Information ” Audik Trail || Reqular Issug

2 ] . )
: @Euu Now| [Tl Add To PullList  End Pull List [l AutoUse $ ¢

Click. o Pull Mo Al

Request # |III | Bar Code
Job# 100567 v Job Title | Consignime

Ttem # 462739 * | Inv. Code 462739
Job Quantity |1 Tterm Quantityim I

The value of the issue which appears on the job is determined by the Standard cost.
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My Page Quick Links Master Files Transactions Inventory Setup Settings and Litilities

Main Information > || Audit Trail

View Picture Refresh

Change Avy. Price - Create Revision

File Manage Option Help

Item Search

Ttem # b =4 Inv, Code 462739 - Rev, Code l:l Description | Consignment Pieces
Irventory Description
Description |C0nsignment Pieces |
DSF Shared Combine in Carton Can be used as Packing Material Partial POD Taxable

Inwentary Details

Urik Of Measure
Expiry Date

Layout Across

|Per M

- | Unit Conversion

1000

12312085

- | Created Date

12(3(2015

[t

—

| Layaut Araund

Pricing

Sell Method

Standard Price

Costing Methad

Standard Cost

4

z |
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Billing Worksheet

Bllllng Worksheet P ted: 12025 sxaen Job # 100567 Page 1aof 2
100 The Perfect Storm
Conzignment Jobh 1. Joh's @TY -1
CrokNo [Cistomer# Wuokce # Lastiw Oate Job's Saks Person PO Hambe e R pa at|Mew
11509 100 Not Inwoiced House Account
CoztCenter F Estm ate Factal FOIe e pce Laborcenter F Estm ate Factal FOIe e pce Ezt. Hmz Act. Hirs
DFP & Prepress Buyout DP & Prepress
Laser Buyouts Frint
Frint Buyouts Frezz Washup
Bindery Buyouts Laser
hdailing Buyouts Burster
Fulfillment Buyouts B o e
Cutter
Total Buyouts Folder
General Bindeny
DF & Frepress hat'l Ink Jet
Envelopes Cheshire
Fapar Figgw B ack
Rebates and Royafties Inz erter
Lazer Mat!l Stretch Inserter
Bindens Mat'l Foby Insert
b ailing Mat'| Handwork
Fulfillment hat 25.00 2500 | Sorting
W afers eal
Total Raw Materiak Stamping
Fostage Frep
Admin S addlestitch
Freight F ulfillm ent
Fostage W arehouse
Shipping labor
Matralcost .00 25,00 2500| Laporcort 0.00 0.00 0.0 0.0 0.0
Materi=l S| 0.ad 25.00 0.00 | Labor Sdl 0.00 0.00 0.0
Hanrp KT 0T %700 Hanrp %700 KT 0T

When the Materials are posted, in the General Ledger module, the following transactions will take place:

Credit to Consignment Inventory
Debit to Work in Process (WIP)

0] Streamiine Solutions

Postage, Material and Inventory Usage Posting Summary Report

Posting ltems For the Dales Range: Data is collected for posting jor the Date Range fram 12/3/2015 i 120352005 Qe28:52AM

127302015 Period 3 Year 2010

JobNumber
W 124302015 GBO05Ee s lared e vory 100567

MNormal 01 01012700
wp

01 01011200

Posting Goods Report Grouped By GL Accounts

Debit Account 0101011200 wip
W 1213115 MNormal 95005 0101012700 Consigned Inventary 100567

Credit Account 0101012700 Consianed inventory
Debit Account 0101011200 wip

Page 1 ol
Qty Debit  Credit Descr
1000 2500 462738
25.00
1,000 $25.00 462739
$25.00
$25.00
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When the job is final invoiced, in the AR Invoicing Entry module, the following general ledger postings will occur:
Debit to expense accounted linked to the activity code
Credit to Work in Process (WIP)

At this point, WIP has been relieved and the expense recognized.

: SO amline Solutio - Plant Code: 0100
File Batch Invoice  Options  Wtilities  Help

o 7| )
NR InVOiCi ng Entry Lines I Balance Postage | Bill ToiShip To I Miscellaneousl Dwimitny Invoicel $ Deposits | @ Maotes: -"’\HDCWDH

. Account Details Dehit Credit
Artive Balches |P°mci Batches | 0101 -01-7300special expense | $25 .00 | I
10172 - FF @126/2015 = | ot -o1-ot-1200 wip $25.00
10173 - FF 81262015
10174 - DMM 082715 - Totals
10179 - FF 82702015 $25.00 $25.00
10180 - FF 802772015

Clearing Consigned Liability and Paying Vendor

When the item vendor sends an invoice for the usage, you may process it in one of two ways.

Create a purchase order (PO) with a miscellaneous line for the usage; selecting the General Ledger account
defined as Consigned Inventory Liability. Then receive the PO line and enter the related AP invoice.

Enter a miscellaneous AP invoice and link the line directly to the Consigned Inventory Liability account.

The final step would be to close the zero value PO line, which was created to replenish the inventory quantity.
One suggestion would be to enter a zero value AP invoice against the zero value line, which would close the PO.
An alternate option would be to use the Mark Purchase Orders as Closed utility, to periodically close outstanding
POs.

Reports

The Inventory Transaction report may be run by date range and inventory type and it gives the details of all
transactions during the time period.

Streamline Solutions
Inventory Transaction Report Page 1
For: ltern Types- Rawmaterial, Printed: 12/312014 Q:44:2TAM
Descr: Tvpe: Open; Adj; Repts; PO Reopts; Returns; Kit Pull FF Ship Ret Trns; Exchange To; Exchange From; Plant Trns; Destrovs; | For BRAMNDO N
Date Range: Date from 12172015 to 127372015
Type Location Item # InvCode JobNo D ate Time Reference Usr Ctns PcsiCrt oose/Qty aty Cost Balance
Fi 463739 462739 0 12/3/201€09:05  Opening Tra BRAND ] ] 0.00 0.00 0.00 0.00
Joo T.052 463739 462738 100567 2F3201609:22  Skidld: 77263 BRAND 1] 1] 1,000.00 -1.000.00 000 1,500.00
PR T.05.2 463739 462738 f=petel=l=l] AZf3201£09:18  FO:3155 Ree BRAND 1] 1] 2.50000 2.500.00 000 2,500.00
TRANSDATE 0 1,500 ]
Balance L] 1,500.00 0.00
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End of Year Procedures

Procedure for closing the General Ledger

Prior to entering transactions in 2016, you must define the new year (2016) and its periods in the Accounting
Period File in the Masterfile Reports program. This is accomplished by clicking Add, then modifying month end
dates if necessary. Once this has been completed, proceed with the following steps:

1.
2.

Post all batches, in all modules, for the old year (2015).

Use the Masterfiles Reports program, System Maintenance, Accounts Start Periods menu item to make
the Open From and To dates to be in the new year, (in other words, close all periods in all modules in
the year 2015).

Verify that no users are using any of the Accounting Modules. Print a Trial Balance as of Period 12,
Year 2015. Make sure that the Trial Balance is in balance for both period and year to date. If it isn’'t in
balance, do not continue. Contact PrintStream Support. If the Trial Balance is in balance, proceed to
step number 4.

Start the Forward GL Balances to Next Year utility from the General Ledger Utility menu and confirm the
Copy From Year is 2015. If it is the wrong year, re-do step 2, close out PrintStream, then return to the
General Ledger and start the forward procedure again. You cannot modify the year to be forwarded in
this screen. This information appears based on the period closing from Step 2.

If the balance forward Credit Amount do not match the total Debit Amount, the report indicates The File
is out of Balance. If this happens, PrintStream will not forward the balances into the new year. You
should close the report and research the period and transaction that caused the out of balance. You can
also contact EFI PrintStream Support for assistance. If the Credit Amount and Debit Amount do match
and you are in agreement with the period ending balances referenced on the report, print the report for
future reference, close the report and the balances will forward. The accounts detailed are those that
have transactions in the new year and include the balances brought forward by the utility.

Many accounting people may expect to see a Journal Entry to close out the year end balances.
PrintStream does not create an entry, but updates the accounts behind the scenes. What you will see
on your reports, is the year-end balances for the period 12 and the new balance forward balances
created by the utility. In other words, if your revenue account had a 12/31/2015 balance of $4,000.00,
the beginning balance in that account will be zero. If the Retained Earnings account had a year-end
balance of $50,000, then the beginning balance will be the ending balance plus/minus the net of the
revenue and expense accounts.

Additional steps for Mail/Postage users

This utility should be done as soon as possible after current year end.

Any postage reports that show a beginning balance will not include balances from the year 2014, until this utility

is run.

1.

Check each customer’s postage files by running the Postage Audit Adjustment utility (The Hammer),
selecting items 1 and 2.

Verify that all users are out of the Postage Modules.

Once you have verified that all customer balances are correct, run the Transfer Customer Postage
Balances utility from the General Ledger Utilities menu.

This utility does not verify closed periods/years, but you must remember to re-run it if additional transactions are
added to the old year. You may re-run this utility as many times as necessary.

Frequently Asked Questions

Q: Can | work in two different years at the same time?

A: Yes you can. You can begin adding batches and working in the new year even if you haven’t run the

year end close. However, you will first need to add the new year as described in Step 2.
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Can | run the G/L balance and postage transfer utilities more than once?

Yes you can. You can run the transfer utilities as many times as necessary.

What if my accountants do not complete their evaluations until March and have adjusting entries that |
need to make in the month of December?

You can re-open December, make those entries, post to the General Ledger, re-close and re-run the
year-end transfer utility even if several months have gone by.
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Link to Purchasing, Inventory, and GL Account

Reference Table for Activity Code Links

The following setup works in a single company, multiple company, or multiple plant environment.

- . . Inventory Link — in Link to G/L Link to G/L
Activity Code Type LMS Link to Purchasing link to Purchasing Revenue Expense
Labor L None None Applicable Revenue None
acct.
Postage P Postage Inventory None None None
(Asset)
Subcontract / Buyout S WIP (Asset) None Buyout Revenue Buyout Expense
(job specific
purchases)
Paper M WIP (Asset) Inventory Applicable Revenue Paper Expense
acct.
Raw Material M WIP (Asset) Inventory Applicable Revenue Raw Material
Inventory acct. Expense
Raw Materials — M Raw Materials None Applicable Revenue Raw Materials
Directly expensed Expense acct. Expense
Customer Inventory M None None None None
Finished Goods M WIP (Asset) Inventory Applicable Revenue Finished Goods
acct. Expense
Material used in Job M Applicable Expense None Applicable Revenue  Applicable Expense
Cost Entry (Single acct.
WIP environment)
Material used in Job M WIP (Asset) Applicable Expense Applicable Revenue  Applicable Expense

Cost Entry (Multi WIP
environment)

acct.

The above setup works in a single company, multiple company, or multiple plant environment. With multi wip, all
inventory, job related, and job cost entry activity codes must reference WIP for Link to Purchasing. WIP Labor
requires all labor activities to be linked to a revenue and expense in Link to GL.

Logo Size and Definitions

The recommended logo size is a maximum size of 4.25 inches wide by 1.25 inches tall. The file must be saved
as logo.bmp and stored in the Icons folder in your Stream directory.

PrintStream supports the ability to use multiple logos per company, plant, and module for the following:

¢ ARInvoicing

e  Sales Prebill

e AR Reporter/Customer Statements report

e Purchase Orders

e Postage Advanced Letter

e Packing Slips

e Bill of Lading
This is accomplished by defining multiple versions with special naming conventions along with the logo.bmp file.
The naming scheme is as follows:

Company Code>Branch / Plant code [Optional]>Module [Optional] (Using the prefix of the Program calling it):
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| = Invoicing

SP = Sales Prebill

S = Statement

PO = Purchase Order
PA = Postage Advance
PS = Packing Slip
BOL = Bill of Lading

For example:

Company Code: 01
Plant Code: 0100
Module: PO

The file name would be Logo010100PO.bmp (Logo + Company Code + Plant Code + Module).

Custom file names are not required. “logo.bmp” is picked up as a default unless a different file name has been
created.

Other Examples:

1. Company Code: 01
File Name: Logo01.bmp

2. Company Code: 01
Module: | (for Invoicing)
File Name: Logo01l.bmp

3. Company Code: 01
Plant Code: 0100
File Name: Logo010100.bmp

MICR Check Option

Overview
MICR check option — Set Up and Use (available for SQL and USA only)

Set Up

System Defaults

Activate setting in System Defaults. Accounting support will assist with this.

v MICF check option, preprinted stack not required |

Linking
Linking and set up are required at the bank account level.

There are three areas that print on the check based on linking to a .bmp file. These are defined within Master
File Reports> Accounting Structure> Bank Accounts (For the Company) > Images.

To print via linking

1. Select the bank account you are creating links for and click the Images button.
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[ Active Account

Bank Account Mo Bank Account MName

12345673 |TestAu:u:c:unthrMICR checks
Linked to GL Account

Branch: |E|1 — |Main Branch

erartment:|m — ‘Main Department

Account: |1EID1 - |Genera| Cash Account

Bank Branch Mame

|Stream|ine Solutions Branch
Bank Address
|1 2401 South 450 East #4-1, Draper, UT

Zip Code Fhone
|B4DED B01.572.1641
Manager Accountant

| |
UsA |

Routing Number Last Frinted Check
967654321 0

[ Default Cash Receipt Bank Account
[v Default AP Checks Bank Account el es |
[ Detault FPostage Bank Account Add | | Close ‘

Within this screen, linkages are established for data to print on the check.
The CHECKTOP link is required 7.09” wide x 1.13” high

The SIGNATURE link is required 2.75” wide x .45” high

The REMITTANCE/LOGO link is required 2.75” wide x .75” high
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Picture [ Filz Path [ Picture Type GLBANKSpe]
Histream\Databases\SALAaskaMP_12+\psexterniLogos\Ck CHECKTOR b
Streamiine Salutions ,‘,,.ﬂf:}yﬁgﬁgms
1 Ll e, <
HistreamiDatabases\SQLAlaskaMP_12+\psexterniLogosine REMITTANCE 1
, YOUR LOGO HERE g”:‘:‘;}’ij:?ﬁa [ ::5;;5:5??
Histream\Databases\SALA askalP_1 2+\psexterniLogosine SIGNATURE 7
3 ‘&m Segualore Hene -
3. The linkage ‘CHECKTOP’ appears on the top check in the following area.
I lD‘tﬂS . L UL ARN ) UL
DETACH FROM CHEDX AND KEEP FOR YOUR RECORDE
. Streamiine Solutions durny Bank
5 Ay Street
100 Smith Ranoh Read Anytown, LSA 12345 221
San Rafsel CA 94803 f8-ea0/e
FER 59-9859955 3s2008
PAY TO THE 4 iopnni " '
orpER OF,__ " clotity Co. % 2,352.00
**= Two Thousand Three Hundred Sixty Two Dollars Exactly *=*
Velocity Co.
10000 5. 1234 E.
Draper, UT 34020
Hfoerr Secgualooee Fere
FITEoTiE e R2U, DT CRGLETE TAD NigREiLTen.
W Fover 120 Swyn miel
rOgoooo 23 e RHBETESLIZ LN ODa23LEER7EM™
4. The linkage ‘SIGNATURE’ appears on the signature line, shown above.
5.

customer info and phone info).

The ‘REMITTANCE LOGO’ appears at the top of the check stub (logo file can be created to include

YOUR LOGO HERE

oo 415011005

128

Bank File

Additional setup requirements in the bank account file are:
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Account number

Bank Account Mo
123456789

Routing number

Fouting MNurmber
987654321111

Beginning check number

Validation takes place so that the number does not already exist for the bank, but does not consider future
numbers. If numbers in the future exist, they are skipped by the check writing program.

Last Printed Check
1000

Check Format

There are two formats available for printing MICR checks. The default format prints one large stub on the top
two-thirds of the page followed by the check. The second format prints the check at the top of the page followed
by two stubs. Your Accounting Support contact will need to assist with changes in the format setting.

Font

An MICR font must be installed. This font is a banking standard and is used for printing the check number,
account number, routing number, and special characters along the bottom of the check.

This is not a standard font type included with Windows OS, but a third party font that needs to be purchased.
One source for obtaining this font is www.micrfonts.com. When purchasing a font set from this vendor, you are
guided through a calibration process that helps you select the best font for the environment and printer you use.

Once the calibration is complete, you will know which font to use. Your Accounting Support contact can then help
you complete the last set up step by filling in the name of the font and the size. The point size is something that
my require some adjusting and testing as each MICR font prints differently.

[¥ MICR check option, preprinted stock not required MICR Font; |micrU13n MICR Font Size: |16 (Mormally 10pt)

It is recommended that you provide a test copy of both an AP and Postage check to your bank to be certain that
the MICR string is acceptable/readable by the banks scanner.

If checks are printed via citrix, this font must to installed on the citrix server.

If checks are printed via a local network, this font must to be installed on all workstations used for check printing.
This would include both Postage and AP checks so the recommendation would be to install on all workstations.
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Use

Please refer to the Accounts Payable Checks and Postage Entry (checks section) for detailed information
regarding how to generate checks.

Different from standard:

Rather than filling in a beginning check number, the program displays the last check number printed. In the
following screen shot, the last check number printed was 1000, so this check number is 1001.

R d 4210 e o 10/20/2007 R d 2008
ZEL LT Wl 123456789 — Test Account for MICR checks |

Check Status

Printed To be Printed

0.00 0.00 0.00
0.00 0.00 1.00 4,900.00 1.00 4,900.00
0.00 0.00 1.00 4,900.00 1.00 4.900.00
Selected invoice report Feport Printing Qrder
T Breiew Print | ® VendorNumber Q) Wendor Name

Auta check printire-print

ENier a amerent Cnecks. |1 ne

Last Check#:‘ ‘ [~ check counter will not be Count of Checks: “

nndater

Select Allto Print | Mark All as Printed ‘ {Douhle click an the column headers ta sort and change the print arder)

P/IRP|Mark| Vendor# Vendor Name - Address No. Payable Amount

& 100 Printing Company - #0 $4,900.00

There is an optional override to enter an alternate number. Selecting this check box opens the last check number
field and allows for manual input.

By changing the Last Check # to 888 and generating checks, check # 888 was used. Using the override button
and manually inputting a check allows entry of a specific check number but does not re-set the counter number.

Auto check printfre-print

ENTEr @ Qmerent CNecks. |ne
Last Checks [558] v check counter will not be
nrlaterd

The next check batch reflects the same last check number regardless of the one manually input.

Auto check printfre-print

Enter a amerent Cneces. | ne

Last Check#: [ check counter will not be
Hewrlaterd
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Notes

Due to the nature of Crystal Reports and memory buffers in printers, safeguards have been built in to ensure the
bitmap files print without issue.

For large check runs of 150+ checks, a message appears at points during the printing process. The program is
controlled so that it only sends 150 checks at a time to the printer, so the user will have to click OK in between
each set of 150 checks. It is critical to make sure that each group of 150 checks has completed printing before
pressing the OK button to continue with the next 150 checks.

A strong warning and a secondary confirmation are then provided.

i
6 IMPORTANT WARMING!
Thete are mone checks to pink Wt unbl the pinter haz frashed, then select continue ponting.
[ 8 |
AP Check Printing i x|

1 J Aire pou certain printing iz complete for previous checks?, click OF to continue.

Ok |
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Multi-Company Setup and Use

Overview

PrintStream's multi-company software allows print, mail, and fulfillment companies with multiple facilities and
separate tax id’s to operate independently on one database. Each company is recognized individually, yet both
are able to share job processing and job costing functionality. Since each company is recognized individually,
each accounting and production setup task must be completed in each company.

Advantages of Multi-Company

All companies operate from one PrintStream database allowing for ease of IT administration and management.
PrintStream’s multi-company software allows one job to be shared across multiple companies with auto-created
inter-company transactions for job costing and billing. Each company in a multi-company environment tracks and
reports all financial data individually for tax purposes.

Run on one server, one database. Easier for IT staff to maintain.

Security set by user and company level — one user can have different security access for each
company.

Customers and vendors can be shared between facilities.
Job processing can be shared across multiple facilities.

Each company shared on a job may generate an invoice to the customer for their respective services,
or one invoice containing all companies’ services for the job, with the auto creation of inter-company
transactions.

Job postage reconciliation and postage fund transfers between companies enabled.
Inventory, Purchasing, AR, and AP processing tracked at the Company level.

Inventory, Purchasing, AR, AP, GL, and Financial Statement reporting is performed at the Company
level.

Billing Worksheet can be generated at the single Company level as well as combined for all companies
when jobs are shared between facilities.
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Steps for Conversion

Convert Database
This is a function of the EFI PrintStream Support Team.
1. Modify INIFile
2. CMPStructure — define companies. PrintStream requires the following information:
a. Company names and addresses

b.  Which company is the default

Define New Companies

Adding a new company or multiple companies takes place in the Company Structure Program. This program is
password protected and therefore requires the assistance of a EFI PrintStream Support Representative to
complete.

The company code is a 2 digit alpha numeric code but we advise customers to use a numeric code. The
example below demonstrates a database with three companies; CCMC, PS Company, and Fulfillment —
Midwest. A typical set up would use a company naming convention that describes the location, such as Salt Lake
City, San Rafael, etc. See suggested Coding Structure below.

@ 01*CCHC Corporation
[l M0 California
=l 02*PS Company
[l 0200402 New'York
- . 03*Fulfillment - Midwest
[} 0300%03 Default Plant

Define New Plants

Adding new plants is a password protected function found in Master Files Reports. This requires the assistance
of EFI PrintStream Support. A plant is a production facility under a company.

Further information about the plant can be setup at a later time and is discussed under Define Production
Structure.

—

Flant Marne 02 Utah
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Suggested Coding Structure

Coding structure should be fully discussed with your EFI PrintStream Support team. There are tools available to
clone the structure from one company to another. These tools need a certain structure in order to successfully be
implemented.

Company: 2 digits
e Example: 01

Plant: 4 digits
e Example: 0100

Department: 4 digits
o  First 2 digits Department Number
e 2" two digits: Plant Code
e Example: Department: Data Processing: 1001

Cost Center: 6 digits
o  First 4 represent department
o Next two represent cost center
e  Example: Programming: 100110

Activity Code: 9 digits
e  First 6 (cost center)
e Next 3: activity
e Example: Merge Purge: 100110100

Miscellaneous Set-up and Use

Company Access for Users

Within Multi-Company, users can be assigned the same or different roles by company. Multiple logins are not
required. The red check box indicates the user has access to the company, and the role defines which programs
the user has access to within that company. This example also shows that this user does not have access to

company 03.

. Add/Update User xl
Login Id Pazsword Help | @
|Iinda aes | Save
Full Mame [ Password Locked @
|Lincta Pollard |

Delete
Ehdail Address ;
Weh Customer Cancel
. Change Database Path
EI Security Level [0-5) I Permission
Salesrep
-
Emplayes
[ =
Company | Plant

Code Code itz

1_ﬁ m oo Administrators -

iﬁ 0z 0200 -

3|03 0300 Accounting -

Administrators =
Estimating

Irvertory I
Sales

Scheduler 4
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Logo Definitions

PrintStream supports the ability to use multiple logos per company, plant, and module for the following:

¢ ARInvoicing

e AR Reporter/Customer Statements Report

e Purchase Orders

e Postage Advanced Letter

e Sales Prebill

e Packing Slips
This is accomplished by defining multiple versions with special naming conventions along with the logo.bmp file.
The naming scheme is as follows:

Company Code>Plant code [Optional]>Module [Optional] (Using the prefix of the Program calling it)> | =
Invoicing, S = Statement, PO = Purchase Order, PA = Postage Advance, PS = Packing Slip.

For example

Company Code: 01
Plant Code: 0100
Module: PO

The file name would be Logo010100PO.bmp (Logo + Company Code + Plant Code + Module).

Custom file names are not required. “Logo.bmp” is picked up as a default unless a different file name has been
created.

Other Examples:

1.  Company Code: 01
File Name: Logo01.bmp

2. Company Code: 02
Module: | (for Invoicing)
File Name: Logo02l.bmp

3. Company Code: 03
Plant Code: 0300
File Name: Logo030300.bmp

In a Multi-Company environment, companies listed in MF Reports>Plants for the System display as optional
logos in Mail Estimating for the Quote Letters.

System Maintenance - [Facilities]

File ©Options Utility Help

01*Report

PRODUCTION SYSTEM | System

j E| B 015 treamline Salutions
@ 0100°01 San Rafzel
=- r]-| 02=FrintS tre.am

Plantz [for the System)

Ve
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If you have company specific logos, you must save each logo into its own quote letter format. In the PSExtern
folder, you will note in this example, the default Company 01 and Company 02 are created.

| pamGLItemized. dot
PAMGLItemized0l . dat
| pamgLItemized0z. dat

Moving Between Companies

Moving from one company to another can be accomplished several different ways.

When logging into PrintStream, the user can select the company to work in. Only those companies where the
user has security access defined display.

PrintStream.
2008

STREAMLINE «

e b Eyapand
|m-m- r- Lo
Ewwt rsnone

Cormpary eV Code
[mia e 0w oo s raeiw] | i |
TR0 orper s il Pt

Right-clicking from the colored area in the main menu allows movement to a different company. Only the
companies the user has access to display.

e Options View Job Status Reports

w Change Company X

Company Mame/Plant Code:

Streanrling Solutions ™ 0100 07 San Fafael

PrintStream ™ 0200 02 Utah




84 @ EFI PrintStream | User Guide

— D

The company/plant may also be changed by selecting file>switch company/plant from the main menu.

PrintStream - DB: Generic Multi 12.3 - Cmp: 01 Plant: 0100 - |EI ll
jle Options View JobStatus Reports
Change Password

Expand Treeview
Collapse Treeview

Select Data Base

Reset this Work Station to Printstream defaults

Exit

You can also change the company/plant from within a program. Changing the company at the individual program
level only changes the company for that program. In order to have all programs open under a different company,
the switch should be done at the main menu.

Define Employees

Employees are defined by company. The employee file needs to be completed for each of the newly created
companies.

The company and plant appear in the Employee Master File screen on the right side above Branch.

File Optiens Help

Status| Employee Code First Mame | Last Mame 0 Hireemile Sl e e T
. ==
1 Chiis Wiliams Brarch: | =

102 I:gj Morma Melzen Department : I :‘ | |
103 Llowd David
104 Fenny Forgythe
105 Thomas Ellizon First Mame :

K.athy DiPacla Lt e o
2 John Jones

3 Bill Jackzon Payroll Mo : I

Emplayee Code

T IVER ztephens
7837579 Steffani DiPaclo ;
a Claude Hosch Standard Hours/Day :

SHIP Shipping Interface Productivity Percent : I Employee Active [
TEST Leah Yan

Employee Mumber :

R S = S

Employee can b t as inactive if there are no active
opfloor records and Employee Ended Shift

Default Time Rate : I

Hourly R ate : I
Cost: I

add | | sewe
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Define Production Structure

In Multi-Company, each company has its own structure of Departments, Cost Centers, and Activity Codes.
Seeing this is still on one database, each must have a unique id and unique description. This is best handled by
appending a code, letter, or number at the end of each description that indicates which company the
Department, Cost Center, or Activity Code is setup for. All of this setup is done in Master File Reports. While in
Master File Reports, the company you are in is noted at the top of the left column. While many things can be
setup for each company and plant in Master File Reports while in any company, it is highly recommended to
make sure you are in the correct company when making changes for that company.

Plants for the System
There are specific settings that are controlled at the plant level. Under Plants for the System, click the Plant you
want to further define. On the right are 9 tabs with information that is specific to each plant.

Fi\e Cptions  Ukility  Help

System
PRODUCTION SYSTEM | | =) 017Steamine Solutions

-] | ‘0100°01 San Riefael

o =8) D2 PrintStrean PlantMail Code | I
Plris it the Systan] Ll oz002 ah [MEEEET
‘} Basic | \nvenloryl Job He\atadl Finished Goodslnvoicingl E-Mailing Option | Scheduling | Fulfilment | Misc |ﬂ_’!
r~ Default PO Shipping Addr
Frodeln g Custaven t [STRERH 11 Svearine (=] A
Custamer: [Streamiine Salutions
100 Smith Ranch Rd
Froduction Cost Centers Ste 124
foerien) San Fafacl, A
(112 Zp [ waozg | Phone [E0TS 01
fotivitias(For the S pstem] | Laurance Sryder _ Fickln |
IShipper Signature Image Fils:
Pates Setup (for the Plant Warehouse H{dsfault)
Swstem]

l—
Flant Account Code

P0: From Email Address:

|Ieah@pnntstream cam

PO: Internal Email Address: [lesh@piintstream. com

PO: Approval required |

Accuummasmum.l feld Gave | Cose |
SYSTEM MAINTENANCE
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Inventory

Once you have setup your material activity codes in Master File Reports, you can use this section to setup your
default activity codes for specific types of inventory. This way each company can have its own defaults.

zariling Solutions

Plant Mame |U1 San Rafael

Basic  Inventory |Job He\atedl Finished Goods Invoicing | E-Mailing Dptionl Scheduling | Fulfilment I Misc I 4 I L4

Custarner [y =
FAPER _
Raw taterial
finished goo
Freight Shippy

Tolerance For &R Billing For Praduct Price MIMMa (%) I I
Suppart Lats at the Plant Level il

Default Location Type for Receipts : IShow Al Location Types j

Lllow only Upper caze in lnventory Code
Location Link - can nat ever be deleted ; auta created -
for Items Default Location

‘warn if Receips/lzsues is mare or less by |1 il 4
Default Material Expense Diszection Cade Im1m 0R0O0 |
Default Location while Creating Mew ltems |1 111 j

-

"Default Instrument used by Clipper Ship

‘wiebSite :
GUID:

User D
Password:

Add Save Close

Production Departments

In Master File Reports, you will have to setup your Production Departments for each company. The departments
should be listed in order of job flow. Each department needs to have a unique id and description. Some quote
letters in Print and Mail Estimating Order entry can be summarized by Department, so keep this in mind when

creating your department descriptions. You should make sure you are in the correct company before opening
Master Files Reports.

Froduction Department Code
2304

Production Department Mame

|D ata ProcessingiF'S

Default Material Espense Dissection Code

[01151060001510 J

| Save | LCancel
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Setup your cost centers to reflect your shop floor as accurately as possible. Each cost center should represent a
class of machinery in a logical production order. In Multi-Company, you must make sure that each cost center

has a unique id and description.

Production Grouping

|Art ﬂ
Cost Center Code Short Code

[2z0z10 [LPPs

Cost Center Name
‘LISt Purchasing-PS

Process wWait Time

Hourly Capacity

Days of the Wesk

Number of Machines
Standard % of Down' Time

Prepayment Hold Daes MOT prevent from wsing r
Activities from this Cost Center

Fieleasing S0.....

User
“whork Station
DatedTime

11

gave | Concel |

Activity Codes

When creating activity codes from Master Files Reports, you need to make sure the id and description are
unique. We suggest using a code or letter at the end of the description that indicates what company the activity
code is for. This is because there are some screens in PrintStream where you see the activity code id and others
where you cannot. This is where you will setup your activity codes for non productive/ non chargeable activities

as well as activities for print, postage and materials.

Activity Code 234090
Desciption

DP Maintenance-PS
Cost Center 2340 7E

Grouping &
@ Labor 7 Materal  Postage

" Subcontract
Sell Method Cost + Markup -

FunFate [~ Chargable [~

Affect Production [

Hourly Rate 50
Basis Aun Aate 0

Activity processing delay
& Before © After  [00 Hows
Next Activity Starts in.....[Lag Time]

000 Hous
Sort Order 0
& Muliuse  Running

¢ Make Ready

Clone

Close

m

I
o
&
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Multiple Plants in Multi-Company
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If you have a need to have more than one plant in one or more companies, please contact your EFI PrintStream
Support rep. They will have to setup report 1106 in Master File reports as well as discuss with you the current

limitations/benefits.

eport Headings

|1 106 IMuItipIe Comparwy Plant access

Report Mame:

Add

L Ix

Description: Multiple Company Plant access for quotes

0 Labar End: IU

ID bdat End: IEI

Report to eelect total items from: ID

IDefined Modul Optians j

Dietailz |

Labor Start:
Mat Start:

Report to link, to;

Edit
Delete
LCatcel

Save

i

Cloze

Multiple Print Companies

If you need to have multiple companies setup, report 1106 must also be defined. Please contact your EFI

PrintStream Support rep for assistance.

4% Report Headings

Add

L |x

Fieport Mame: I1 106 IMu|tiD|E Compary Plant access

D escription: Multiple Compary Flant access for quotes

Labor Start: . Labor End: |0
kst Start: D Wat End: 0

—

Report to select tatal items from:

=
Dretails I

Report to link to: Defined Modul Options

Edit
Delete
LCancel

Save

i

Cloze

It opens the gate for the multiple companies/plants access.

When defining multiple print companies in the Multi-Company database, make sure that the newly created GL
Accounts and dissection code are setup and the Ink(s) are looking at the Activity Code.

System Maintenance - [Link Material and Labor Activities to the Purchasing]

= File Options Utility Help

DELEX

B

i (li*Reimrt o
coumasTRcT Pl et e I e o e S (e
e 02 0200 400201000 B2ink M 0201011210 Inventory - Ink 0200 Digs | 00" 0% Non Taxsble 0201011210 Irvvertory - Ink. 0200
G/ Berehes Forthe o 0100 200190000 81 EpsonBase StH 0101011310 WIP - MaterihyDS Purchases 0100 007 0% Non Tawstle 0101206750 Suppies Prepress 0100 -
| »
| SYSTEM MAINTENANCE T

| MASTER FILE REPOAT

Link Activites To GL

| 02*Report

Compan [Exo] Exq e[ e

e | R S S o [ oo | e
ACCOUNTING STRUCT 02 01 (03 5190 01 02 4100 [eo0asione 52 O 200
o) |[for ot a2 st ot a2 eton jaooiovoon 51 ik Sneetfed Consignment |1 0100
& o1 o1 [20 &0 01 20 4100 200150000 Flales W 0100
- i o1 ot |41 s130 01 41 4100 00101000 81k Web Cansignment n 0100
G DepaimenteForthe | loz o1 jma sz o1 03 see monzoons *B2 Freight Cost 1 0200
o2 o1 o4 s260 01 04 4200 00210006 B2 nter Company Nateriss 1t 0200
@ 0z 01 80 100 800220001 82 Shipang Freight L 0200
02 01 27 4100 250225008 05 File Conversion L 0200
GAL Chart of Accourts 02 0 2 a0 250225008 DS List Conversion L 0200
(Fer the Compary) o1 01 80 4100 500130002 Right Angle Fold L o100
$ o1 01 80 4100 600130001 Parralel Fok 0100
o1 o1 60 100 600125015 SF PerfiScore i o100
BarkAdzourts [P id o1 01 30 &100 30010080 Cass Certficaton Per 1000 |L 0100
Compensl o || |0t 01 30 4100 300110050 Presort Per 1000 L 0100
soetemmAIRTENANCE] || ot 01 3 100 300110060 Seeding Per Sat L 0100
@‘ o1 01 30 4100 300110070 Sequencing Per 1080 0100

#Account; 5150 e

Income Account

Department:|13

Account1100
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'i’ Estimating Master File Setup @‘E g‘ﬁ ZI

File New View Window Help

Master File - Print
At Processes
Film Processes

P T Deseriptian Toner
#] Press
[ Seclion Finishing Type =
- Birding Pracesses T T

Bindeiy Firishing

] Foil Size: [ ncheswideby | festlong
| ekt Cost A
Ik Coversge
[#- Missellansous Coverags (X5

Chaige Washups [No =

IE
dobeast Links

| Code 40020000 M [B21nk

Note Make sure you are in the correct company when setting up Print. This includes presses, inks, paper,
templates, etc. As with other setup, it is recommended that the company is referenced especially if you
have similar presses available in multiple companies.

[ Estimating Master File Setup =n|E=h ==
File MNew View Window Help

Master File - Print
=S it Pro
Pre-Flight Files
Typesetting
= Film Processes
Diwlux Proof
Output Film
- Paper
dc

Section Finishing
Binding Processes
Bindery Finishing
Ink.

Ink Coverage
Miscelaneous

[re =T e el = W=
[ [ [ [ [

The screenshot of the quote header below reflects the plants/companies available in the database based on
activating report 1106.

New Quote Header

Mew... Sub Acct

Customer #: |12

Customer: I'i 21

Contact: [Scatt Garison e Plants
Customer Price Llsl:l =l
Standard Price List; v I 521
Contact Phone/Fas: | 753-428-8123 1[783]428-81 24
Re-Contact Date:W
Salesh ap:!J\m Ripka 5
CSh: IDavE Stewart 52
Estimatol:l Curt Dybevig b
Flanner. IAmy Sloofman =1
Job Tppe:| D2 A
Job Title:| TEST
Description: [TEST
Quantity 1: too 4 FrintAnd Malk W FSCielated quate ™
2:]._ 5 Default Section S\ze:fﬁ_ xﬁ‘l_.
= 1 :
First Mail Date:[-— LCreate Default Package v

Help Cancel 31 Finish
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Master Files Mail Process

In Master Files Mail process, you MUST be in the correct company when setting up the mail tree. This is
because the security in PrintStream determines which users can see which branches and activity codes while in
Mail Estimating Order Entry. If the user has access to companies 01 and 02, they will see all the branches and
activity codes for both companies. If the user only has access to company 02, they will only see branches and
activities created in company 02.

When in a company in Master Files Mail Process, you will only see what has been setup for that company. Just
as with activity codes, you should set up your tree branch structure so it indicates to the user what company the
activity codes are for. A user who has access to companies 01 and 02 will see the branches and activities for
those companies but there is no indicator on that screen which company they belong to.

5 - - File View Forms Miscellaneous
File View Forms Miscellaneous
& #
\ 0100 Master Files | 0200 Master Files
= @W -1-fZ TREE _ MENU

- [rata Processing - % [Data Proceszing
+ Get Data + Get Data- PS
+ Emgramming + Programming-PS
-
+ Dgtsp;;te DP DutPuPS

- Components B El:umpl:!ne.nts
= Printing + Printing-PS
e Lazer + Laser-P5
+ Irkjet + InkJet-PS
+ Cheshire/F'Back + Cheszhire/P'B ack-PS
+ Burst/Trim Fald + Burst/Trim/Fold
+ Obsolete component S Aszembly

g Agzembly g Packages

)| Packages s tJ

+ - ] Firishing

Drops % DerS. .
+ Special [nstructions * Special Instructions

Work Orders and Work Tickets

Work Orders and Work Tickets can be created so that you are including all companies, or set them up so they
are specific to each company. When creating a Work Order or Ticket, the system automatically includes all cost
centers that match up to the processes you have opted to include on the order or ticket.

For example, if you selected to include DP Processes, then all DP processes selected on the job appear on the
work order or ticket UNLESS you suppress the cost centers you wish to not be included.

<% Configure Mail Work Order EI = @
Repart ﬂ‘ Feport Name ‘ Do_qument Setup Setup Report =
ype Suppressions Lines
652 Mail Work Ticket-PS Master Ticket > | Cost Centers Lines
663 Mail Work Order - P5 - Al ‘work Orde = | Cost Centers Lines
654 Work Order DP -PS ‘work Orde = | Cost Centers Lines
655 MAIL WORK ORDERS - EVERYTHING Work Orde | Cost Centers Lines
660 MaIL WORK ORDERS -DP ‘work Orde ~ | Cost Centers Lines
GEB| Fulfillmet Work Order -PS ‘work Orde = | Cost Centers Lines
663 Work Order - Lettershap PS ‘work Orde = | Cost Centers Lines
EFDIMA\L WORK ORDERS - LETTEHSHDﬁWolk Orde_» | Cost Centers Lines
671 Work Order- Fulfilrment ‘work Orde = | Cost Centers Lines
672 Work Ticket - Fulfilment Ticket = |Cost Centers Lines
780 Kris test ticket Ticket > | Cost Centers Lines =
! |+ [
Mew Report Delete | Cloze |
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Select the Cost Center button. The system first displays all the Cost Centers for the company you are in. To
suppress cost centers from other companies, select the Display CC’s System Wide check box.

[ 670 MAIL WORK ORDERS - LETTERSHOP ==
| — e

Supress Proling for Cast Cenlers

Cost Center Cost Center Description Supress Printing

J00JDF ADMIM
A0/LIST PURCHASIMNG
320/ DATA EMTRY

340/ PROGRAMMIMNG
360/ OUTPUT DaTA,

405 ART/COMPOSITION
420/ PROOFING

425 PLATEMAKING
430/ELEC. PREPRESS
500/ PRIMT ADMIN

510/ PRIMT BUYOUTS
B2 <EIKON

516/ITEK

520/ 240 HEIDELBERG
525|640 HEIDELBERG
R30/DIDDE &

535/ SUBURBAN

540/10 CLR SaMDEM 28/2247"
h80/MEBO FOLDER [PRESS)
582 DMM Finite Falders
5590/ CUTTER [PRESS]
BO0| LASER ADMIN
E40/HF LASER

00| BIMDERY ADMIM
TZ20/BURSTER

2R/ BOWE

A0 ST TN

Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing
Supress Printing

Supress Printing
Ind | m P

] e e ] ]

[ Dizplay CC's Syatem ‘Wide Save Close

Product Categories

The categories used to sort jobs on sales and production reports are database wide. They can be created in any
company but will be seen in all companies.

=z Master Files Mail

File View Forms | Miscellaneous  Reports  Window  Help

Print On Demand Component Templates

Standard Waste Table

Setup Multiple Corporate Pricelist
Clone Exitsting Pricelists to Companies

Clone Tree Structure
Setup Cost Flag
Copy Corporate Pricelists

B
Job Marne: j j

I
Giraup: | Fulfilment ks
Mizcellaneous

Code: |Postcard

Edit Job Namel Cancel | Save |
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Define Accounting Structure

The following sections relate to the required accounting set-up are that are unique in a Multi-Company
environment. The Accounting Check List for Multi-Company should be followed for step by step instructions. The
Multi-Company Accounting Check list may be found in the Master Migration Template.

Chart of Accounts
New general ledger account numbers will need to be established for each new company.

Creating a new chart of accounts for each company is the first step in completing accounting set-up. A
spreadsheet is available to aid in designing the chart of accounts, and it can also be used to import new account
numbers. When importing the chart of accounts, confirm you are logged into the correct company the GL
accounts should be imported to. Please consult with your PrintStream accounting support manager for
assistance with this step. They can provide valuable feedback regarding numbering schemes and can also assist
with the import step.

Multi-company Accounting Setup

Your Accounting Support contact will work with you to define the company codes and company names in your
PrintStream Multi-Company database, as well as importing the GL account numbers for each company. Due to
the inter-company transactions that occur when data is generated between companies, specific GL accounts are
required in each company. The required GL accounts will be indicated in each applicable area of the setup
section of this document.

Sharing Customers between Companies

PrintStream’s Multi-Company environment allows customers to be shared between companies. Sharing
customers aids in sharing jobs between companies and creates flexibility when generating an invoice to a
customer for a shared job. Sharing a customer with other companies also allows the shared companies to create
jobs to the customer, generate financial and accounting transactions to the customer, etc., yet the data is stored
within the company that generated it. Each company will be able to view their respective transactions created to
the customer, but will not be able to view transactions created by other companies.

Before sharing a customer, first determine which company will be the primary owner of the customer; meaning,
the company the customer will be created in.

To share a customer
1. Open the customer’s file in Master File Customer in the company the customer was created in.

The other companies defined in the Multi-Company database display in the lower right corner of the
screen.

2. Select the check box provided to indicate the company(s) the customer should be shared with.

The following graphic illustrates ABC Teaching was created in Company 01 CCMC Corporation, but the
customer is also shared with companies 02 and 03.



V21.1.0200 General Accounting ® 93

——

® Customers List for the 01 CCMC Corporation

Fil: Modules Options Uklity Window Cloning Options  Help
| 30| B0 | | )
01 Master Files Customer

[]....@ A
A Batter Customer
ABC Teaching Aecount NafABC0T a0 | Name: [REE Teashing
U"“% g Address: [129 dthmatic: Wy Contact
EE 5 Phone: 3015556339
o Zip 54123 Fa 3015553338
w8 F City S al Lake Cily Monthly sale: $0.00
=86 County - Aecet Status: B - 30 day Account =l
@ % i stae U7 T Payment Days{30 | Since:
B 1 Net 30
=8 Salesiep:  [Michael Pollard -~ vews |
-8 K CSR: Cole Polard = Remarks: |
e Manager - Tax Code: [00 0% AllInclusive ~]
& % m Gechc % By Coda By Group By Industy Cred Limi: [$339.933.00 Curency:  Juse 7|
w8 N Cred Ref:
SIC Code ~
w0 8 — Intetnal Custarner I Suppress Statements [
o

w3 P o ”‘ Service Charge I Activedccess 7
W% Q ndustry GST Tawenfoced [ Bypass Credit Check ™
- R D/B Ref

Shert Remarks |
w1 s Tay Number [
=87 (Flesticars T - [He orting Groupin
@ % v Hlowed WES r ~ I - |
B B w Place Customer on Credt Hald r Markeling Source Code
] . _|
w8 x Qice oty I Custamer is the Postage Customer for the Customer, ., ———————————
Y Packing Sl Address Customer 4
w8z Billing [Customer Credits) Notes Customer: |
w8 Other Shipping Hotes ~Share Customet vith Compar

Addresses (" Bill Customer Directb(Horizontal) & BillJob's Dwner Vertical
Conp Code [ AcctNo Name

2 HOUSENZ PS5 Campary
Ltell P e Ce e 3 MIDWEST _ Fuliliment - Midwest
Customer Standard Speciications - ——

3. Save the changes.

Please note duplicate customer account numbers and customer names cannot be created across companies;
meaning a user cannot create a customer in company 01 and share it or not share it with company 02, and then
also create a new customer with the same customer account number and name in company 2.

Once transactions have been created in the shared company, you are unable to inactivate the sharing option.

Define A/R Invoicing Options

PrintStream’s Multi-Company software allows a job to be shared across several companies. When generating
the AR invoice to the customer for the shared job, PrintStream has 2 options available to generate the invoice.
This selection would be based on the type of work performed for each customer.

e Horizontal Invoicing - Each company involved on the job sends an invoice to the customer for their
respective billing.

e Vertical Invoicing - The shared companies on the job create Inter-company invoices to the company
the job was created in, while the company that owns the job sends one invoice to the customer billing
services for all companies involved on the job.

Based on the option you choose, you will set the flag at the customer level in the company the customer was
created in. You can have Horizontal Invoicing selected for some customers, while other customers are marked
with the Vertical Invoicing option. The options are located directly above the grid that references the companies
the customer can be shared with. Save your changes.

AoWeET WEE T 1L} T I T T

Place Custorner on Credit Hold 'l Markefing Source Cod
- |

AvsberiE s [ Customer is the Postage Customer for the Customer. ..
Packing Slip Address Customer #:
Billing [Customer Credits] Motes Customer: |
Shipping Motes 5 i it C
Addresses [ " Bill Cugtomer DirectlyHorizontal] @ Bill Job's Owner [Yertical) I
Tip Code (oo S | TR
. 02 HOUSEDZ PSS Company
List of Postage Cust
s % 03 MIDWEST _ Fulfilment - Midwest
Customer Standard Specifications
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If at any point the billing option is changed, it will not impact any previously created AR invoices or any jobs that
have not been AR invoiced yet. It will only take effect on any jobs created after the setting has been changed.

Please note there is a master setting that allows all new customers created to automatically default to one of the
two billing options. Please consult with your Accounting Support contact to enable this setting.

Sharing Vendors between Companies

Just as you can share customers with other companies defined in your PrintStream Multi-Company database,
you can also share vendors. Sharing a vendor allows all companies to create purchase orders and enter AP
invoices to the vendor without manually creating the vendor’s account in each company. Allowing to share saves
each company time from entering a vendor into each company. Each company can view their respective
transactions, but are not able to view transactions created by other companies.

Before sharing a vendor, it must first be determined which company will be the primary owner of the vendor;
meaning, the company the vendor will be created in.
To share a vendor

1. Open the vendor’s file in Master File Vendor in the company the vendor was created in.

The other companies defined in your Multi-Company database display in the lower right corner of the
screen.

2. Select the check box provided to indicate the company(s) the vendor should be shared with.

The following graphic illustrates vendor Programming Services was created in Company 01, but shared
with companies 02 and 03.

¥endors for the Company 01 CCMC Corporation

File Maodules Window Cloning Options  Help

£ 2|84
01 Vendors [(E— >
A Aocount NofZ Weme: [Programmed Sarvices
L] - Standard Terms
Addisss: [543 South 100 West

% g [Pamen [0 @ D Dae |
-8 £ SLE 0T Always Take Discount r
% z 2 a1 Counfry: JUSA = Eaily Payment Discount: b4
w8 H Contact:  |Greg Discount  Days  © Date
-8 Phone: |8016551212 This vendoris a postmaster vendor [
e 4 Fau EITess 1 Mail EntryT ypefmail system crl):
= % D/B Rel 1093 Vendor [

B Type -

oM Aot Status: [ - a0 day Aocount -

BN

Federal ID #

=% o PO Addiess:|0  * eoer . _
o8P Dissecion Code Sl |o1 10017000 =

: Programmed Services raining and Education - CA

. PS Company — | Shats Verdor with Comparies
Fo — jode]_AcotNo | Mame
=R ) HOUSENZ P Company
s /e Rscoun MIDWEST Fulilment - Midwest
e ke [
or el
E v Addresses
v
=8 w

Bx

By

Bz Add sae TR
=8 Other

3. Save your changes.

Note  Once transactions have been created in the shared company, you are unable to inactivate the sharing
option.

Only the company the customer was created in will be allowed to view the vendor's master file. The shared
companies will not have access to this information.
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Multi-Company Control Accounts

Control accounts must be created between each company defined in your Multi-Company database to enable
the ability for inter-company AR invoicing to occur, to allow cash receipts to be transferred between companies
and to allow postage transactions to be billed between companies. Your Accounting Support contact will assist in
defining these controls.

& System Maintenance - [Setup Multico Accounts]

k& File Options Utiity  Help
01*Report
SRODUCTION SYSTEM Type: O Account E”ggfn"p°a”$”9 BL Company | GL Account| GL Branch | epgl'mem GL Deser T
BCCOUNTING STRUCT..
= | 1 |AR_INT_REV_O1 m 0z 4100 (i} 01 Interco Revenue - NY from Cé 1321
| 2 |AR_INT_REV_O1 o 03 4100 o [u} Interco Revenue - MW from C& 46
Addiioral GL Contiol | |3 _|4F_INT_REV_0Z 02 o 4105 o o Interco Frevenue - C4 from Ny 1536
Accounts | 4 |ARINT_REV 02 02 03 4105 a1 o1 Interco Revenue-MWw from N 47
& | & |AR_INT_REV 02 03 m 4110 i) a1 Interco Revenue - A from M 1537
?\ | & |AR_INT_REW_ 03 a3 o2 4110 o o Interco Revenue - MY from b 1323
! | 7 |CR_TR_CNTAL_O1 o 0z 2215 o o Due To/From Ca - NY 1308
AEWIE;S[‘S";EE:Z“]E'%"Q] | & |CR_TR_CNTAL 01 m 03 2215 o o Due To/From Calforia - Mw/ 23
| 9 |CR_TR_CNTRL_DZ2 02 m 2205 a1 o1 Diue TodFrom NY - C4 1517
| 10 |CR_TR_CNTRL 02 02 03 2205 o o1 Diue TodFrom New ork - Wi 28
| 11 |CR_TR_CNTAL_02 03 ol 2210 o o Due To/From My - Cé 1518
L Plant Contral dccounts | |12 |CR_TR_CNTAL_03 03 0z 2210 o o Due To/From M - HY 1304
| 13 |PSTG_CNTRL_O1 o 0z 2251 o o Interco Pstg - NY from CA 1725
| 14 |PSTG_CNTRL_O1 o1 03 2251 a1 o1 Interco Pstg - M/ from CA - 1728
| 15 |PSTG_CNTRL 02 02 m 2252 a1 o1 Interco Pstg - CA fom NY 1723
Frice Variance | 16 |PSTG_CNTRL_02 02 03 2252 o o Interco Pstg - Mw/ from MY 1729
| 17 |PSTG_CNTRL_O3 03 ol 2253 o o Interco Pstg - CA from My 1727
Q 18 |PSTG_CNTAL_03 03 02 2253 o o Interco Pstg - NY from Mys 1726
Spoilage Contral
[r.ccounts for the Produc...
B
Multi Campany Special
Settings
SYSTERM MAINTEMANCE I Save Cloze
MASTER FILE REPORT |

The graphic above illustrates the control accounts required in a multi-company database. Postage controls are
only required if using the Postage Module. The same GL account can be used for multiple control accounts.

Type of Account:
Corresponding Company = Company shared on the transaction.
GL Company = Company that owns the transaction.

AR_INT_REYV - This control allows inter-company invoices to be created from the GL Company to the
Corresponding Company. The GL account linked to this control will be credited in the GL Company for
the services created by the Corresponding Company if the Vertical Invoicing option is used. It is
recommended a new GL account is created to track data specific to this type of transaction. It is further
recommended to provide a unique naming scheme to the GL account referencing the Company the
code was created in and the Company the code is associated to.

CR_TR_CNTRL - This control allows unapplied cash receipts to be transferred to the Corresponding
Company from the GL Company. The GL account linked to this control is credited in the GL Company
when the GL Company transfers an unapplied cash receipt to the Corresponding Company. It is
recommended a new GL account is created to track data specific to this type of transaction. It is further
recommended to provide a unique naming scheme to the GL account referencing the Company the
code was created in and the Company the code is associated to.

PSTG_TR_CNTRL - This control allows postage usage incurred by the Corresponding Company to be
billed on the customer’s invoice generated by the GL Company (Vertical Invoicing). The GL account linked
to this control is credited in the GL Company for the postage incurred by the Corresponding Company.
The account selected is also credited if the GL Company transfers an unapplied postage receipt to the
Corresponding Company. It is recommended a new GL account is created to track data specific to this
type of transaction. It is further recommended to provide a unique naming scheme to the GL account
referencing the Company the code was created in and the Company the code is associated to.

Save your changes.
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Inter-company material activity codes must be created in each company using the vertical invoicing option on
shared jobs. These activity codes are created in the Master File Reports/Production System/Activities.

1. Determine the Cost Center the activity code will be created in.

2. Click Add and define the Activity Code and the Description.

3. Select the Cost Center, the Type as Material, and either Quantity Based or Cost + Markup for the
Sell Method.

Since this activity code is only used for the auto-generated inter-company transactions, neither option
has any bearing on the calculation of the inter-company transaction.

4. The Run Rate does not apply. However, select the Chargeable check box.

The remaining options do not apply.

5. Click Save when done.

The graphic below illustrating inter-company activity code 1990110, created in Company 01, allows Company 01
to generate inter-company transactions for a shared job with Company 02 (NY) if vertical invoicing is used.

Activity code 2990120, created in Company 02, allows Company 02 to generate inter-company transactions for a
shared job with Company 03 (MW if vertical invoicing is used).

01*Report
PRODUCTION SYSTEM
Plants [for the System]

Ve

Production Departments
[for the System]

Production Cost Centers
[for the System)

g

Activities(Far the Spstem)

Rates Setup (for the

ACCOUMTING STRUCT |

System Maintenance - [Edit/create print, material, postage & non-production activities]
1| Ele options Utiity Help

7 14'FrePress
- A 15Fiinting
A 16"Laser
2 17Bindery
- 2 18" Mailing
= A 13% arehouse
=] 1300 wWarehouse Administration
1940 warshouse
1850"Shipping
1960 Inventom
1330 M aterials
1930000 Misc Materials
tons (M aterial)

-

1

T 01
ntercampany - M/ 01

02 PS Company
020002 MNew York
A 20Fulfillment-Hy
A 22'Dala Processing MY
A1 7 24'PrePressNY
- P 25 Printing N
A 26 LaserNY
o P ZPBindery MY
A 28 Mailing MY
B 23 archouse-NY

e 2980MInventony Y
-] 2390 Materisks-NY

B 2990000°F ecording Misc Materials

2990005 kY
2990100 Intercompany - G4, 02
29530120 rkercampany - My 02

&

7% 03 Fulillment - Midvest

K1}

Activity Code 1350110

D escription

Ilnlercnmpany SN O

Cost Center |1 930 |:|1

Grouping e
€ Labor & Mateial € Postage
€ Subcaniract

quar\l\ly Based =

RunRate [~ Chargable [

Sell Method

Hourly Rate 0
0
Aclivity processing delay
IV(-‘ Before " After  [00 Hours

Basis Run Rate

Sort Order # [

& Multiuse £ Rurning ‘

" Make Ready

Clone

Add Seve

SYSTEM MAINTENANCE
MASTER FILE REPORT

Note  The spelling of these activity codes is determined by the user. However, for ease of simplicity, a unique
description is recommended to indicate the Company the activity code resides in and the Company

associated to the code. Please see above example.
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Inter-Company Activity Code Linking

After the inter-company activity codes have been created, they must be linked in Link To Purchasing and in Link
to GL. All inter-company activity codes must be linked to the Work In Process GL account in Link To Purchasing
and a Sales Tax code must also be selected. Save your changes.

il System Maintenance - [Link Material and Labor Activities to the Purchasing]

B Fle Options Utility Help
01*Report
PRODULTION SvSTEM ::r:gp Plant | Aciity ety Bz st LMS |GL Link To Purchasing| Deecription Link To | Purchasin| Purchasil g o 7o, | 6L Link To lnvento Diﬂﬁujn In;.im !\r::
CCOUNTING STRUCT... o Code Purchasing gFlant | ng e || Rl e
S Eranehes o e 0170105000 Warehouse Expense | 0100 Slii 007 0% AllInclus %
Fempany) 0301011400 WP - Ml 0300 Diss | 00° 0% &l Inclus [N i
001011400 ‘work in Process - C& 0100 Diss 00" 0% AllInchus B Disg
e 0201011400 ‘Waork in Process - N 0200 Diss_|00° 0% Al Inclus Disd
JL Deparments (Far the 0120105000 Fiint Expense - CA| 0100 Diss_|00° 0% Allinclus Diss
ompany) 0120105000 Print Expense - CA.| 0100 Diss |00° 0% Allinclus 0101011205 Finished Goo 0100 |Dis
0moi20s Finished Goods Inv M 0300 Diss_|00° 0% Allinclis Diss
0220105000 Print Expense - MY 0200 Digs |0070% Al Inclus 0201011206 Finished Goo 0200 Disg
010101400 Work in Process - C& 0100 Diss |FR0% Fieight Disd
5’[;;’;;2 E’Dfnfﬂa;“;‘“ 0170105000 Warehouse Expense | 0100 Diss_|00° 0% Allinclus Disd
pany 0260105000 Warehause Expense | 0200 Diss |00° 0% Allinclis Diss
$ 0201011400 ok in Process - WY | 0200 Diss_|00° 0% allinclus Diss
03010171400 WAP - M 0300 Digs_|0070% Al Inclhs Disg
Bank Accounts (For the 010101400 Work in Prosess - T 0100 Diss | 00" 0% AllInchis Disd
ompany] 0201011400 Work in Process - WY | 0200 Diss |00° 0% Allinclus Disd
0301400 WP - Wl 0300 Diss |00° 0% Allinclis Diss
Q 0101011400 Work in Process - C4 0100 Digz |00 0% &l Inclus Disg
; 0301011400 WP - Wl 000 Diss | 00" 0% AllInchis Dis:
ompany Control fecounts 0120105000 Fiint Expense - CA | 0100 Diss_|00° 0% Allinclus Disd
0101011400 ‘Work in Process - CA | 0100 Diss|00°0% Al Inclus RN Disd
@ 001011400 ‘work in Process - C& 0100 Diss 00" 0% AllInchus S Disg
Link To Purchasing Digz |00° 0% &l Inclus Diss|
5 psten] Diss Diss
- 0120105000 Fiint Expense - CA. | 0100 Diss_|00° 0% Allinclus Disd
- 01001200 Postage Inventary | 0100 Diss |00° 0% Allinclis Diss
0201011200 Postage Inventory - N 0200 Digz |00* 0% &ll Inclus Disg
Link ta GL [System) 0220105000 Piirt Expense -NY | 0200 Diss | 00" 0% AllInchis Disd
0301011400 WP - M 0300 Diss_|00°0% Al Inclus I Disq
J 1240 1 KNG FEA 0101011400 ‘Work in Process - CA 0100 Diss|00°0% Al Inclus B Disq
i) ) PH ‘. - 0201011400 ‘Work in Process - N | 0200 Diss |00°0% Al Inclus B Disd
g %ﬂﬁ ';yEmeE oo Bun £ ca g Rioa 00 012 Lo o
m’ ™ SetSYSTEM as MuliwiP Print Giid | Sove | Close

Link To GL

The inter-company activity codes must be linked to an Interco Purchase expense account and to an Interco
Revenue account in the Link To GL program. It is recommended a new GL account is created for the Link to
Expense to track data specific to this type of transaction. It is further recommended a unique naming scheme is
created for the GL account referencing the Company the code was created in and the Company the code is
associated to.

e - [Link Activities To GL]

~Link Activities To GL
ACC:;"E"‘ Descr WS | Plantc
2640023 |HAMD INSERT,SORT 3pcTol 0200 -Expense Account
2520205 | Heid B40-2C Run L 0200 e |
2520201 | Heid Make Ready L 0200
2520211 | Heid Washlp L 0200 Branch: |01 =
2520210 |Heid-640 3C Run L 0200 gepa,tmem_m
2520215 | Heid-540 4C Run L 0200 -
Heic 240 MR L o100 Account (3505 =i
Heic 240 Run L o0
Heicli 240 Washup L o100
nk i 0100 - Income Accourt
Ink-hrv M 0200
Intercompany - CA 02 M 0200 Company: |11 =
Intercompany - CAD3 M 0300 e I
Intercompany - MWD M oo
Irercompany - MWDZ M 0200 Departmert: {17
Intercompany - MW O3 M 300 Account 105 =
Inercompany - WY 03 M o0
LASER #10 OGE-CA L oo
36400012 |LASER #10 OCEWY L o300
2640012 | LASER #10 OGE-NY L 0200
1640013 | LASER 6x9 OGE-CA L o100
36400013 |LASER 69 OCEWY L 300
2640013 LASER Bxd OGE-NY L o200
1640011 | LASER #1011 LETTER-C.L oo
36400011 | LASER #1i2c11 LETTER-ML 300
2640011 |LASER 814211 LETTER-NL 0200
36400005 |LASERSET-UP-MW L 0300
1640005 | LASER SETUR-CA L oo
2640005 | LASER SETURNY L 0200
f 2420003 Matchprint Proof L 0200
_| 1QANANN.Mise Matarists W mon 'Ll Print Grid | Gave Closs
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The linking of this activity to an expense account is required to keep the posting of the transaction in balance for
the external biller as well as to offset the revenue captured in the external biller's GL, since the revenue has
already been recognized in the internal biller's GL.

The revenue account selected should be the same revenue account selected in Master File Reports>Accounting
Structure>Multi-company Special Settings control. This represents the same GL Company and Corresponding
Company relationship. Save your changes.

betup Multico Accounts]

h=]

Type Of Account Eogz;ppoanriing GL Company | GL Account | GL Branch o epgrlt-ment GL Descr HECGrl»l-UM
1 JAR_INT_REV_01 i} 0z 4100 01 o Interco Revenue - NY from CA 1321
_2 |AR_INT_REV_01 i} 03 4100 lij} o Interco Revenue - M from Cé 46
_3 |AR_INT_REV_D2 0z i 4105 lij} i} Interco Revenue - C& fom NY' 1536
_ 4 |AR_INT_REV_02 02 03 105 m m Interco Reverue-tw from NY' | 47

Job Cost Entry Master File

Sub-contract activities must be defined in the Job Cost Entry Master File in each company that will be using the
vertical invoicing option on shared jobs. The graphic below illustrates inter-company activity code 1990110,
created in Company 01, allows Company 01 to generate inter-company transactions for a shared job with
Company 02 (NY) if vertical invoicing is used.

To add the inter-company activity

1. Click Add.

2. Enter the Description (when setting-up the Job Cost Entry Master File with these inter-company
activities, the description MUST be defined as shown below).

3. Select the activity previously created in Master File Reports>Production System>Activities and place a
1 in the Piece and Per fields.

4. Select the Active check box.

5. Click Save.
x
i - Description:
Aitw Description Es{zﬁ Price Per — S
Monchargeable Freight  |95030 1 1
¥ SUBCONTR 01 02 99900 1 1
= Product Reimbursement | 953001 0.01 1
(¥ Foyalies 939003 |1 1 Activity:
¥ Product Remirmbursement 999004 0.1 1 Iﬁ_
¥ ADST 0100 95007 1 1
ERrRi 007 1 1 N O I
e A12 0100 95007 1 1 Price: Per:
¥ A13T0100 95007 1 1 : - [ Ac
W a14™0100 95007 1 1 | | Ve
i ijl EMS:ES gggg; _1| _1| r %;r;l&z uged for recording cost from Shipping
¥ A20m0100 95007 1 1
¥ a2 0100 ss007 |1 1 [ Recorded Cost Marked s Rebate
e A2 0100 95007 1 1 Default £
¥ A23 0100 95007 1 1
¥ A24 0100 95007 1 1
¥ A25T0100 595007 1 1 Add Save Cloge
¥ A2E™0100 95007 1 1 -
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Additional notes related to accounting functions in Multi-Company:

Each company defined in the database must share the same fiscal year set up. It can be set up in one company
and will be shared among all companies.

System Maintenance - [Accounting Periods]

& Fie Options Utlity Help
01*Report Fiscal Year | Period 1 End |Period 2 Ene| Period 3 End |Peiod 4 Enc[Period & Enel Period & End|Period 7 End|Period 8 End[Period 3End| Peed 0 | Pefod 11| Periodi2
FRODUCTION 5vSTEM | | [558 [io/aser 117300139 127311957 /199 228199 33171998 4901938 6/31/1998 G019 /31998 /31199 843071998
ACCOUNTING STRUCT.. 1593 104311938 117301998 12/31/1898  1/3111993  2/28/1993  3/3141999  4/30/1993 5/311983 6/30/1889 7/3141983 8/31/1893  8/3011889
SYSTEM MAINTENANCE 2000 1043141933 1143041999 12/31/1999  1/31/2000 | 2/29/2000  3/31/2000  4/30/2000 5/31/2000 6/30/2000 7/31/2000 8/31/2000  9/30/2000
2001 1043142000 11/30/2000 12/31/2000  1/31/2001 | 2/28/2001  3/31/2000  4/30/20001  5/31/2000  6/30/2000  7/31/2001 8/31/2001  9/30/2001
2002 T2 T1/30/2000 123172001 143172002 2/28/2002 /F/200Z | 443002002 542002 62002 743172002 8/31/2002 | 5/30/2002
2003 1043172002 11/30/2002 12/31/2002  1/31/2003 | 2/28/2003  3/31/2003  4/30/2003  5/31/2003  6/30/2003  7/30/2003 8/31/2003  9/30/2003
Module Definition File 2004 1043172003 1212003 12/30/2003  1/31/2004 2/28/2004  3/31/2004  4/30/2004  5/31/2004  6/30/2004 773042004 87312004 9/30/2004
2005 TO/E/2004 12172004 12/31/2004 1/31/2005 2/28/2005  3/31/2005 | 4/30/2006  5/AF1/2006 6/N/2005  7A30/2005  &/31/2005  5/30/2005
2006 1043172005 12112005 (12/31/2005  1/31/2006  2/28/2006  3/31/2006  4/30/2006  5/31/2006  6/30/2006  7/30/2006 | 8/31/2006  9/30/2006
System Defaults Fils 2007 1043172006 121172006 (12/31/2006  1/31/2007 | 2/28/2007  3/31/2007  4/30/2007  5/31/2007  6/30/2007 773042007 8/31/2007  9/30/2007
2008 TVE2007 T2/2/2007 12/31/2007 143172008 2/28/2008 3/F/2008 | 4/30/2008 5/AT/2008 6/N/200  7A30/2008  8/31/2008  5/30/2008
2009 10/31/2008 12/2/2008 (12/31/2008 143142003 2/28/2009  3/31/2009 43002009 5/31/2003  6/30/2009 F/30/2003 8/31/2009  9/30/2009
200 1043172009 12/2/2009 12/31/2009 143142000 2/28/2010  3/31/2000 473002010 5431720 6/30/2010  7/30/2000 873172010 9/30/2000
Accourting Periods 2011 T/ /200 T2/2/200 12/31/2010 1431/2011 2/28/011 B0 44302010 54201 B/N/EDT PA0/A0TT B/1/2011 8/30/2011
Time Rates File
Opening and closing of periods can be done at the individual company level
Setup Periods for Accounts
OPEN FROM OPEN TO
Year And Period Year And Period
Accounts Receivable |2DDS vIIE '"331;2009 |2D1D '“S '"5!"30-"201'3
Accounts Payable {2008 ~]s ~|[3#1/2008 [2010 s ~ |[F#30/200
General Ledger |2DDE| v“‘l v||1D£1£2DDS |2[|1[| v“g v||5x3w2mn
WIF Materials I 2009 - “1 - "'I 04142008 I o - II q - "E.-"30.-"2D'| 0
Save
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Processing a Multi-Company Job Estimate/Job Creation

When creating a new estimate, the only difference a user sees on the Header screen is the option to select what
company to pull the customer from.

This user has access to companies 01 and 02.

Customer $#: |0200 01: Stieamline £ 'lm MNew... Sub Aot

Cuztomer: [ABC Company
Contact: |Tom Palender B Flants:

Custorner Price List:
Standard Price List: v I
Contact Phone/FAi:| 555-555-5555 |555-555-5555
Re-Contact Date:| 10/15/2010
SalesRep:| Claude
CSR:| Andrea Cox

Lefleli

Estimator: | Leah Vanwiynsberghe

Planner:

L] Leledfedle

Job Type:| Brochures

Job Title: |Multicompany Test
Drescription:

L

Quantity 1: 10,000 4 Prirt And Mail. [ FSC related quate [~

2 20,000 5 Detault Section Size:| 0 H] ID

& 50000 &
First Mail Date: LCreate Default Package v

Help I Cance\l Nest » I Finish "

If the user only has access to the company they are in, then the company selection box will not appear.

This user has access to company 02 only. Note that the company selection box is missing AND the Print and
Mail check box is not active. This is because company 02 is not setup for print:

Mew Quote Header

Customer #: &[’A MHew

Custorner:

Comtact:

Customer Price List:
Standard Price List: [ I

Contact Phone/Fai:
Fe-Contact Date:

Ll

SalesRep:
CSR:

Estirnator:

Plariner:

Job Type:

Job Title: [ Strnt.Job Master Templat
Drescription: gy

|EH NN K KN

[ Suaaniity 1: 4 Fiint il bial [7 FSCrelated quote T
2 5

& E:

First Mail Date: LCreate Default Package v

Help | Cancel Mest > Finish
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Data Processing

When it comes to the activity code tree, the users view depends on how their security is setup.

This user has access to companies 01 and 02 — so they can see branches that were created in each company:

Data Processing

Process Description Cluantity Quoted Price

Get Data- PS o 1
: rogrammiing-PS
(- DutPut-FS

<Back | Newt> | Einish |

This user only has access to company 02:

Data Processing

ot Cucle
Programming-P5 Process Description Quantity ¥ |Base| Quated Price
g 9 Lock |~
[+ OutPut-PS
| | »

Help | Cancell <ﬁack| Mest > I Einizh |
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Supplied Components

Inventory attached to supplied component types belongs to the company the estimate/order is created in.

Select Components

Custorn Componerts IEDD Components |

——

Custom Component Narme

L

Standard Form
for Waste Calc)

Print Template

9% 12 Env, Supplied

Printt InHousze
Print InHouse:
Print InHouse

FPrint InHouze
Print InHouse:
Print InHouse

Print InHouse
Printt InHousze
Print InHouse

Print InHouse
FPrint InHouze
Print InHouse:
Print InHouse

FPrint InHouze
Print InHouse:
Print InHouse

o nnannnnnnoonnn

Print InHouse
FPrintt InHouze k=4

Help |

Cancel |

<ﬁack| Mest » | Finish |

Printed Components

When adding printed components and clicking Print In House, you will see templates from all companies that
are setup for print AND the user has access to.

. InHouse Printing Templat

Options

_ o] x|

Double Click on Desired Template

1Z2pp on CF press--01

Template Mame

o100

1Z2pp on CF pres=z-02
1E page Suburban
16 pg “WEE

16pg Sht 8.5x11

16pg =ht 8.5x11-0100

2m5 poztcard

4 pg 8.5 = 11-4upSht
4pg 81211 dup
Epg25=11 =ht
E.B25 = 9.25
Spg25=11-2upSht
2 pg cow

2 pgweb 2up

Spg 8172511 2up
Spg 8 1/2511 weh
2pp =f

bookbind matls

Busz. Card 4 up
Cover 35«11 2up

[P = e e B T
)

oz00
o100
o200
o100
o100

16pg web 8.5:11-07100 o100

o100
o200
o1a0
o200
o100
oz00
o100
o200
o100
o100
o100
o1a0
o1a0
oz00

mnn

Company I Flant Code

o]

Templates may be selected from any company listed, or a new template may be created. The new template can
only be for the company you are in. You will need to switch companies to create a template in different company.
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x

Tite: [2087-1 i Pt Plart pine
Ink:s Front | Inks Back
& Test Double-click on cell | Coyverane: = =
" Cover to set ink color. Tk 1-

Ink. 2:
[ g Press DEL key ta
= remave an ink. Ink. 3:

Bind as: I'I vI Ink. 4:
|85 ®

Ink. 5:

Trim size: I'I‘I Ik E:
[ wiork and Tumn Ik 7:

[ Wwork and Tumble Ink. 8:

™ work and Twist Ik 9:

[ Paper Ik 10:
I arne: | -

Colar: I _I r— Section Finishing
L Section Finizhing
Grain Direction Precut =
" With Grain " Yes
e i e
o s Eely & lo Frezs DEL key to remove a
Mone Auto section finizhing process.

Double-click on cell to select
section finishing process.

Without Bleeds With Bleeds
< Oy, stdim_ | Znddim | Tstdm [ 2nddim | #Up [ Flate Type Perfect | Cutofffweb]]  Lavout | Grain
99,995,539 ha i i i x| = ha
I Il Il Il b T =
I (= (= (= =i =
- - - - - r -

[~ Save as Permanent Template oK I Cancel

Print Mode

Prepress

Prepress processes for the company the template belongs to are displayed on this screen.

Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS

=N EE R R
Mail Estimating (Print & Mail)
-y Quote Header

Frirt Mode Is On

2516 pg. Text

=- Estimating Header FieFress | Paper | Modfiers | Inks | Select Press | Section Finishing |
: Data Py
L Cﬂ:p;::;f'"g Operation Type [ Type2 | Typed | Twped | Type5 | Type | Type? | Type8 | Toped [=
: 2 Ouipul Fim01___|BW Flal  CLR Flat
& Boure components DyuwFrool 01 12%13 16x21 |30x40
| B2 Packaes Scanlmages 02 H Images
: Fivahing ScanTet02  6x9  B1/2x11
# Drops ScanHaltones 02 253 4x5 643 8x10
Scan Color 02 1 Images
Special Instructions -
€ Review Pricing
3€ Order Entry M ;ﬁ
Operation | Type |Gty 1|Labor Cost] Mall Cost ;I

Cancel

8558 =vEl | ooy | A8 Insumace 100,020 - July Maiter 100,000
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Paper

When searching paper, there is a column that indicates which company/plant the paper belongs to. If you are

E—

creating a new paper, you will create it for the company you are in.

|

#) Paper Search
Floor Stock Yes - Basis Type I ,l Name Like I
Type IS"EE*—LI Basis Weight l— Descr Like |
Category = PPI I
- | ==
Sub Category I - I Caliper I Vendor I _II =
I Show Inactive h Inventory I Clear Al | Select I Stop. I
Elant Name | Description Sizes Colors Floor Stock | Category |Su bcategnryi Type;l
1 o100 Centura Gloss Bk 100# Centura Glos19x 25 |White = [Yes B-Coated Bo Sheet
|2 [0100  [centura Gioss Bk 60% Centura Glos19x25 v |white v |ves B-Coated Bo Shest
3 |0100 Centura Gloss Bk 80# Centura Glog 19x 25 = |White es B-Coated Bo Sheet
L 0100 Env 24# Non-\Window 3Tiex8 1= White: 1= es F-Envelopes Sheet
5 |0200 House C15 Cover C15 Cover 19x25 w |White - |Ves D-Coated Co Sheet
| 8 |0200 House Cover-Uncoated Uncoated Co 19x 25 = |White = [Ves C-Uncoated | Sheet
l 0200 House Offset Book Offset Book 8 1/2x 1‘; Light CD|E; res A-Bond/Offs Sheet
3 |0oo Husky Offset 50% Husky Offse 17 172 x - = |White - [res A-Bond/Offs Sheet
(9 |0100  |Husky Offset 70% Husky Offse 17 122 v |White  ~ [Ves A-BondiOffs, Shest
10 | 0100 Springhill C1s Cover 10Pt Springhill C1:20x 258  + |White - |Ves D-Coated Cor Sheet

-

Print Out |

Loaded 10 records. Click 'Continue’ to load | 300

contiee | [ Searcn |

Close

Press Modifiers

Press Modifiers are defined at the company level. All press modifiers that have been setup for all companies are

visible.

Mail Estimating for the Company ; (01) Alaska Incorp - (0100) Mail & Print Plant LS

Mail Estimating (Print & Mail)
+++f Quote Header
=~ Estimating
: Data Processing
- Components
L
(& Boundd Componerts
# Packages
Finishing
Drops
Speciel Instructions
2 Review Pricing
-3 Order Entry

Ole= 8] (e B| = sl&@] 8
£ 16 pg. Text

Header | FisPress | Baper (Ho!

Piint Mods Is On

| inks | Select Press | Sectian Finishing |

& Front (" Back
172 Fold on Mull Web . Orig MR Rep
Addiional Helper Ul | Oy | Orig Mine 570 [ Rephine | 0o

Addiional M/R Time
Additional /R Waste LI | »
Addiional Run'/aste s
Add Bleeds Ciossarain [~ otk and Tuin [~ DutchCut r
Sheeted off thispiess [~ Addblesds wigran [~ WorkandTumble 7 w0 miot W/Rs h_
Work and Twist r

&5 | o7 |

AAK Insumace

0100.0200 - July Mailer
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Inks

The ink and ink coverage will be listed for all companies. If neither of these were selected on the template, then
you will need to select both the inks and coverage that matches the company for the template selected.

€2 kiis =

ﬂeaderl F'[eF'ressI Paper I Modifiers  Inks |§elect Pressl Section Einishingl

Mo. Pages: |2_

~ Ink List

f Front (" Back Colors: 040

1 Pl : Coverage: I LI % Cav: |
Eg;':cskz J Mo, Colars: I_U IMetaI VI Eutra F'Iates:l 0

P Cyan Selected Colars:

P Magenta Ink Color | % Coverage =
P vellow

P51

PH5-2
PMS5-3
SF Black i

0OR Select From Ink Templates

IProcess Inks VI

Ve

Cancel

Press selection

Press selection is based on the presses which are in the company for the template that was selected.

Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS

Dlel8) 2 8] | slel@lis] 6l

Mail Estimating (Print & Mail) =& 16 pg. Text
i+ Quote Header
Header | PrePress | Paper | Modfiers | Inks  Select Press | Section Finishing |

& Front (" Back Press Type: [web ~

100,000

Packages
# F\msh\?vg Section Oty.: 100000

W Drovs e
Special Instructions Perfect 4

. . Trim Size: 5.5 11
Review Pricing Number Up: 1]
3€ Qrder Entry Press Size: 34 1« 23 |
Mumber Dut 1.
Paper Size: 35 =lv]
o 5

i‘

&)l Options | Eind Press

Cancel

&5 vl | oo 888 Insumace

01000200 - July Maier

100.000
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Section Finishing

Section Finishing processes for all companies is displayed. While the job may be printed in one company, it can
be finished in a different company.

Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS

D8] [ 8| 5| s|&]2]s)] £

Mail Estimating {(Print & Mail) <5 16 pg. Text

++f Quote Header
& Estimating Header | PrePress | Paper | Modfiers | Inks | Select Press Section Finishing |

i Awailable SF Pr
e g?:p::':;zs'"ﬂ sl P e || e e Prm:essl | | =

H | Bound Componerts,
H # Packenes
: Finishing

3 Drops
Spesial Instructions
-3 Review Pricing
=3¢ Qrder Entry

50wyl | e | ABA Insumace 010,020 - July Maier 100,000
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Mail Components

——

When it comes to the activity code tree, the users view depends on how their security is setup.

This user has access to companies 01 and 02, so they can see branches that were created in each company.

aster Data Help
3 # Print Mode 1 0t | [
Description; [ ooklet Env Versions:| 1 .. | POD [ Source ...
Date onHand: [11/10/2002 il N/ Quantity before Dvers: 100,000
Item #: 1670 List... | Mew Waste| || o
Inventary Code: | 1870 | | Tatal Quantity: 100,000
I, Description: |Graph Expa Frirt - Booklet Ene Additional Info I =0
. - Finish Size 00
Bvers to = Caliper 0000
Inzert Notes: - P *w/eight 0.000
Comments: | Bundle Gty m
n Motes... | Delete Component | Copy Component
+1- Frinting o Cycle Al
+- Laser Process Description Quantity Loglk Badse Quoted Price Phas Sort Order
+1- Inkjet
+- Cheshire/F'Back INKJET ONTO MAGAZINE 100,000 & o $1.700.00 ¢ |[N| & P |3620
+|-- Burst/Trim/Fold
+- Printing-PS
+]- Laser-P5
+1- InkJet-PS
+]- Cheshire/P'Back-PS
+ Bursta’TriEFold
This user can only see company 02:
ip-d| Ll
Description; | Self Mailer Wersions: 1 .| POD [ Sournce:
Date on Hand: Iﬂ W Quantity before Dvers: 1.000
Item #: List... | Mews Waste:| j | il
Inventory | | j Tatal Quartity: 1.000
Inv. Description: | Additional Info i =0
. Finish Size =0
Dvers to = Calper 0.000
Inzert Nates: - P \Weight 0.000
Camments: | Bundle Oty a
n Maotes... | Delete Component | Copy Component
+- Printing-PS o ] Oy Cucle ; &l
+- LaserP5 Process Description Quantity Lok Be;lse Quated Price Plas Sort Order
+- InkJet-PS
+-- Cheshire/P'Back-PS
+- Burst/Trim/F old
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Bound Components

For Bound Components, if the printed and mailed piece is bound when you create the bound component, you will
see the bindery processes from all companies (if the user has access), and can select the ones for the company
where the component will be bound.

Mail Estimating, for the Company : (01) Alaska Inco;

=]
Dlel8| (2 B = =2 o

+ Quote Header
= Estimating
Data Processing
=~ Components
16 page text-100,000

w7 Packages
Finishing
# orops
kS Special Instructions
+-3€ Review Pricing
+-36 Order Entry

<
&35 mpml | 1316

- (0100) Mail Plant LS - [Bound Component]

Print Mode |5 0ff

Bound Compaonent Name Uuly Mailer Quiantity 1DDDDD

Component Name: Seq

1 |16 pagetent Commorf | |

Pracess Name

[Aster Sewer 200

Bindery (Buyout] - 100
Carlon Package 200
Colator - Mulipart Fom 200
Delivery Local - 100
Encasing 200

Freight - 100

Glue Trim - Smyth CB 200
Mitini Gather - Sewn CB 200
Peifect Binding 200

Saddle Stitch - 100

Saddle Stitch 200

Shiink Wrap - 100

Shiink Wirap 200

Skid Pack 200

Stitch, Inkiet & Tab-100

Valid
Data

Process Name

Process|

[
4

Saddle Stitch - 100
Carton Pack - 100

AAL Insumace

0100,0200 - July Mailer

0 100,000

Mail Finishing

When it comes to the activity code tree, the users view depends on how their security is setup.

This user has access to companies 01 and 02, so they can see branches that were created in each company.

Mail Estimating for the Company ; (01) Alaska Incorp - (0100) Mail Plant LS - [Fi

5+ File Window Refresh Master Data  Help

Ol [u B = w22 8

Mail Estimating (Print &

16 page text-100,000
- (=] Bound Componerts
- ¢ Packages

3 Drops
2 Special Instructions
=3 Review Pricing
+-3€ Order Entry

Frint Mode |s Off

HND INS,
HND INS,
HND INS,

SRT 4pcs to 6x3 - 100
SRT Spes to 649100
SRT Bpes to 643 - 100

=/ HAND INSERT UP 70 10:13

HND NS,
HND NS,
HND NS,
HND NS,
HNDINS.
HNDINS.

SAT peto 9¢12 100

SAT Zpes to 12100
SAT 3pes to 12100
SAT dpes to 912100
SAT Spes to 912100
SAT fpes To 9¢12 100

INSERT SEALMETER.SORT #10
INSERT SEALMETER.SORT 643
INSERT SEALMETER SORT 8412
INSERT SEALSORT POLYBAG
HANDWORK SET UF 100
HANDWRK BUYOUT [TEMPS] 100
HAND FOLD EACH PC 100
INSERTER SET UP 100

% Maleials

% SotT ab/Affi:

% Transpot/WHouse

<
&35 mpml | 1316

AAL Insumace

0100,0200 - July Mailer

Cycle
o Al
+ Quote Header =1-HAND INSERT TO 69 Process Desciiption Ouantiy | 24 Badse Quoted Price Pl Sott Drder
= Estimating HND INS, SRT 1pe to 623 - 100
Dsta Processing HND INS, SRT Zpes to 643 - 100
= Components HND INS, SRT 3pes to 643 - 100

0 100,000
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Order Entry

e

The Final Pricing Screen, Quote Breakdown Report, and Quote Letter show the information for all companies
that are participating on the estimate/job. The Mail Work Order, Work Ticket, Print Ticket, and Combined Print
and Mail Ticket show processes from all companies on the job. The Mail Work Order and Mail Work Ticket can
be designed to show only cost centers from one or selected companies.

. Work Ticket Report O x
| % & iz =] || 0 4 1 cfs >l |4 \ =
Preview |

oo 122z o [N work micket - 1227
1
Prosum s # Cumtoes: ASA INsUrnace e Fritod: 18R <82 Wil
P e 1234 e ot oy —
Qutzs 1851.89 TERRA LINDA GAS4803 v it
Qus Amurt § 13850985
P o datn L i

Hause Aocourt, Joe Mason

Manika Rynkiewicz, Rab Hales

Rob Hales, Bryan Bursl

4 State Mailer

Components

JOB SUMMARY

. ‘mm/um

mnm‘ oot T

1 |cover 4 varsions

25,000 | Frinted

|1 forms  Zpgs . up &1 3
wa Cover

25,000

[arzona Caver

25000

ke w Mexica Gaver

25,000

Cairomia Gaver

25,000

2 |48 pg. Text

100,000

Printed

Closs Report

Processing a Print Job in Two Companies

The setup for having Print in two companies requires that you turn on the Multi-Plant settings.

New Quote Header

_:_] __j Mew... Sub Acct

Customer: ! 1-2

Contact: iScott Garrison

Flants:

Customer Price List:i

Standard Price List; v 1

Lol

Contact Phone/Fax: | 763-428-8123 i[?83]428-81 24
Re-Contact Date:iS.-"2?.-"2DDS Postage Plant
SalezRep:|Jim Ripka 01:0100-01 Building 1 and M
SR Dave Stewart 02:0200-02 Building 2

Estimator:i Curt Dybvig

4[4!4

PIanner:iAm}l Sloofman

4

Job Type:

Job Title:TEST

Description: [TEST

Quantity 1 :i

4:!

Brint &nd Mait v

2

5]

Default Section Size:iS.S ® 111

3

First b ail Date:i

B:l

Create Default Package W

F5C related quate |~

Help

Cancel 1

FEinizh
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Multiple plant logic is applied. Access to the processes and templates is based on the Plants/Companies list
defined for the quote.

Options

Double Click on Desired Template

| Compary | Plant Code
oo m
/oo m
/oo m
0100 m
0100 m
0100 01
0200 02

Size |
Estimate
E stimate
E stimate
E stimate
E stimate
Estimate
Estimate

Size |
Template
Template
Template
Template
Template
Template
'Tempfafe

Select Components

Standard Form
[for Waste Calc)

Template Mame
REEYE-1
REES1-1
RE721-1
Schmidt G17-121/4
Schmidt G7
SchmidiG2a
test co 2

Custom Component Mame PFiint Template

COMP FORZ2
COMP FOR1

P
Print InHouse b
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Frirt InHouse
Frirt InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse
Print InHouse

Frint InHouse 2

test oo 2
RE7211

44444t4444444444444

Help Cancel 1 <Back | Mext> | Finish

You will find the press based on the company the template is for.

Mail Estimating for the Company : (01) PGl Companies - (0100) 01 Building 1 and New Ulm[({B|[_ [O[X]

| Dlel8]| (2 8] =] »|&|@(s] g

| Pt Mode s On

Mail Estimating (Print & Mail)
+ Quote Header
=] Estimating
Streamlyne & Data Processing
= Components

¥l Comp FOR2-1,000

+/ COMP FOR1-1,000
w3 Packages
Finishing
¥ Drops/Postage
- Special nstructions
-3 Review Pricing
=26 Order Entry

&5 o | 19
i

=% COMP FOR2

Header | PrePress | Paper | Mocifiers | Inks

Select Press | Section Einishing

Press Type: [Shest -

@ Front (" Back
1.000
Section Q- [1000
Press; B2 Canon I 00w+
Perfect B
Trim Size: 85«11
Mumber Up: {4
Press Size; 1239 ¥y
‘Mumber Out 2]
Paper Size: 124 18 - ]
4 »
FF Al Options [T Find Press

121 Marketing Service Giaup, Inc

/01 00,0200,Comp - TEST

X
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The Paper Reservation screen displays papers for all plants and allows reservation for all papers.

®, Paper{Material Reservation For Job 1236

3]

Reservation Sheating [nformation
Section | Paper Press Sheet Size | Paper Size Color |Gly Fiequ\re:l |th Hequ\re:l |Urde|| Oty Reserved| Inv. Code Irve. Cod =
Springhil 12PT C15 Cover™ ™ 0200 28%40 hite: 7.588 554
Mew Mexica Cove Springhil 12PT C15 Cover™ 0200 28240 28%40 White: 7.588 shts 3269bs. |
Springhil 12PT C15 Cover™" 0200 28%40 hite: 7.588 554
California Caver  Springhil 12PT C15 Cover™ 0200 28240 28%40 White: 7.342 shts 3163 bs. 11
Springhil 12PT C15 Cover™" 0200 28%40 hite: 7.342 554 —I
Ltsh Text Carnival Text™ 0100 23z 35 23135 white: 83,495 shts 11321 Ibs. | =
Carnival Text™ 0100 23135 white: 83,495 318
Aizona Test Carnival Text™ 0100 23z 35 23135 white: 83,495 shts 11321 Ibs. | =
Carnival Text™ 0100 23135 white: 83,495 318
Mew Mexico Text Camival Text™ 0100 23z 35 23135 white: 83,495 shts 11321 Ibs. | = =
| JJ
Materials and Outside wark
lzon | Oty | Details | Size | Part | Wendar | PO # | Sched Dt | Recvd | Rcwd Gty | -
| »

- Select Inventory Paper for Utah Cover

e O] &l
Iy, Code:
Description:
Paper:
Calor Size: |
OnHand. | On Order. |
Commit: | Al |

Select
Clear

[ |

Color Legend

- Inventory Paper Doesn't Exist

- Inventory Paper Esists

- Inventory Paper Reserved

- Inventory Mon-Paper

- Inventory Mon-Paper Reserved

Cancel il
Lo | |

This screen example shows reserved papers from both plant 100 and plant 200.

Purchasing

Job Related Purchase Orders must be created from the plant related to the buyout created in the estimate. This
is true whether a Job Related Multi Item or a Job Related Purchase Order is created. Selecting items which are
not part of the plant the user is logged into results in a message saying the Cost Center is not valid for the plant
you are in, and it will not allow you to order that item.

W Planned Purchases
Job # [ Customer Ac hlo f Joh Details

(=[RS

“ 23 [ aak [t maier ﬂ” Loadl |
OrdrITaI Desc Section Faormula I Calor Size Supplier I Orcler # I Cote # Gty I )
1 N 1 Springhill 12PT C15 Cover™0200  Litah Cover Vihite 28 x40 a ] 7583 J
2 M 0 Springhill 12PT C15 Cover™ 0200 Arizong Cove White 28 x40 a 1] 7583
3 M ) Springhill 12PT C15 Cover™ 0200 Mew Mexico Vihite 28 x40 i} 0 7588
4 M 1 Springhill 12PT C15 Cover™0200  California Co’ WWhite 28 x40 a ] 7342
5 M ¥ Carnival Text™0100 Utah Text white: 23x35 o a 53485
6 v Ecamwal Text™ 0100 Arizona Text white 23x 35 o o 83495
7 M 21 Carnival Text™0100 Meswr Mexico white 23 %35 a 1} 53485
8 [N Carnival Text™0100 California Te: white 23x35 o a 53485
| _>IJ
Check 41 | st [
=
D FD = I w7 (e il ) Creste PO Ling ftem | Cancel |
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If a Job Related Purchase Order is created and a paper is selected from a different company, a message
appears that the item belongs to a different company/plant.

Purchases List
Section | Formula Modi

Springhill 12PT 15 Cover™"0200 Arizona... o )

Springhill 12PT 15 Cover~~"0200 e b 25 % 40 o ) 7558 9439

Springhill 12PT ©1:5 Cover™~"0200 californ... 28 % 40 o ) 7342 ;7Y

Carnival Text™ 0100 Litah Tesxt 23x 35 o i} 83495 8766

Carnival Text™0100 Arizona 23 %35 ] i} 53495 a7EE|

Carnival Text™ 0100 ey b 23 x 35 ] i} 53495 a7EE|

Carnival Text0100 Californ... 23 x 35 o ) 53495 STEE|

Ll | >
Cancel | Ok I

POSupport il

Thiz line item belongs to company code
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Scheduled Purchasing

Task List — Special Order Items

If a special order item is tagged in the plant that you are creating PO’s from, it gives you a message to that affect
when you try and create the PO.

Filez

Inventony | Purchazing | Sheeting | PO Monitar | Reports |
Search Criteria Joh

v |
v & Job# [i238 =

Start Date I B 1172008 Vl End Date I T 13172008 'l Title Mum Drop Job
Selection Type Key Wiord I Cust Code ﬁm\

Wendor

[H3 (K

I ﬁ Mame  [AAA Insurnace
[V Directsgl [~ I\D‘;ier\n'tv gl [~ MaiJobs ¥ Print Jobs [ lgnore unscheduled tasks
anits
obi Q 0 Deta - P endo PONO It Re PO orkflow [
1238 51736.00| Shts. | Anthern Gloss Text 808 |25 38 Self Mailer 200 Diraper Paper u] MiA Special Ord
(1| 1238 17218.00|Shts. |Camival Text™ 0100 17172423 | Self Mailer & Draper Paper 1] M8 Reserved
)| 1238 13038.00|Shts. |Camival Text™ 0100 17172423 |Self Mailer B Draper Paper 1] M8 Reserved
4 | v
Motes
Job o f23s Title JMulti Drop Job
Cust Code Em\ Mame |AAA Insurnace
CsR ﬁonika Estimatar F;h Hales Flanner I
Motes

3FECDFdS|DadEd- [ Prirt ” Search ]’ Select ” DOrder ]

The Anthem Gloss Text 80# paper listed below was selected for a different plant on the job. If you try to order
this paper, you receive the following message.

InventoryMaterialReq EI

This selected row {13 belongs to a different plant. ‘ou cannot create the PO .

Under the Inventory tab, the inventory papers are filtered to only show the inventory papers for the plant that
you are in.
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Plant 100 only shows the inventory papers for plant 100.

7] Material Req — 1 O]x]
File:

Task List Purchaszing I Sheeting I PO bdonitor I Reports I

Inv Type | =] Jok |1238 = Jiuiti Drop Job Key |
Type | -1 tem | = color | =] [[Load]
Category I vl Wieight I Size I }{I
Sub Cat | [T DuebtRange [7 00008 o [sromo0s 2 |
Ll ECiory I 'l - Megstive — Incl On - Belowy — Exel

Reserve Dus Ot

Al Order bfir Gty zero Ok =
e Deta 0 and On Orde Allocated | Available endor Cd endo -
318| Carnival | Carnival Text™ 0100 white 23 = 35 7011 EO17 1444121 -1431033) 1500 500 Draper Papn _I

il T

—Reservations Existing Open PO's

|—Job [Custome | Job Hame |Requi | Allocated Issued PO E

Due Date PO Ho Yendor Ord Oty

a |
Preview Erint SortBw & tem# Inw Cd Caolar items that are Inactive for. (130 Days Search Create PO

If you change to plant 200, you will see it only shows the inventory papers from plant 200.

File:

Task List Puchasing |  Sheetng | POMontor |  Repots |

Inv Type e | Job rzjs =] [rstate mater Key
=1
Type = ftem I ﬂ I G || [ Load

catesery | =l wieight I size % I
I~ Due Gt Range: I 7 012008 j I 19 /2008
Ssubcaegory [ 5]
Reserve Due Dt -
I Wegative Aval [ Inel On Qreder I~ Beiow Mn aty [~ Excl zero Oty [J0B DUE ]
9 # od Deta On Hand On Orde =
554|554 Springhill 12PT C15 Cover™ 0200 White 28 1 40 26700 0 36673 5573]0 REPD1 Red Paper Supply _

Al a

Existing Open PO

DueDate | PONo | Vendor | Ord Oty [ Recd ty

[ [Job# [ Customer Job Hame Required Allocated Issued POHo |C |

| AJ
[ e SotBY g e ® i Color tems that ae Inactive for [0 Days Search ] l Create PO
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Data Collection

ShopFloor — The Cost Centers displayed are filtered by company so work can only be done in each company
for the cost centers that appear on the job for that company.

EWurkstatiun:mail : {01) Alaska Incorp - (0100) Mail & Print Plant _ | I:Illl

O|la %

"( Employee 10 CLR SANDEN 28/22/17" o =
Jackson, Bill Shift:1 240 HElDELBERG

Started Shift on 7/11./2008 @@ 05:23 | 711142008 05:37
Ho Started Activity

NEIE

640 HEIDELBERG %
BOWE —
BURSTER A
CHESHIRE —
CUTTER L
DATA ENTRY e
DIDDE 6 ,
ELEC. PREPRESS
FOLDER L
HANDWORK —
| <+ | HP LASER =1

lé TimeSheet Data Entry 01 Alaska Incorp 0100 Mail & Print Plant  Final Invoiced Jobs Open For Labor Cost _ |3 il
Setup  View Options  Help
| aC|
Employes Code:[ 2 =[1bn dones =l gst"ﬂy'ebse'-j‘: e I%
Woik DateFrom[ 7 /1172008 =[[ Fiday g [Facens o] Saudw  Tod Hous: | and emplayes selected
iaracons areIoaded o rosessa.: D
b R R I D R I £

1 1236 Nomal i
2] =] =
[a] I = -
] e I =

i} hd =]
5] I = -
- I =/ =

8 hd =]
o] — = -
{10 | S = =
L I 1= =
L2 | J— I -
EN —— =/ =
(] I =/ =

15 = =

16 - = -
“Tolook-up Jobtt Actiity Codz.Shitt Undo Dore Close
use plus-minus keys. = = =

5
x

#% Job's Activities,.,,

Activity Code Activity Degcr
7011 Saddle Stitch Run
010 Carton Pack,
58015 MBO FOLDER RUM
43010 OUTPUT FILk
42M0 DyLUx PROOF
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Billing Worksheet

The Billing Worksheet shows the costs for all companies by default. However, you can clear the Run For All
Companies in System check box if you want to run for just the company you are logged into.

2= Billing Waork Sheet

Enter the ot e |

I = |

-
I | EE ]
436
I~ Use Markup For Actual ¥ Print E stimate Details [~ Use Labor Rate for Actual Cast
[~ Print Motes

Usze Inventory Price for Actual Cost .
r v Calculate Actual Labor Cost based on Activity Hourly Rate Only

I Prinkt Jabs in Numeric Order r [regardsless shift differential]
[¥ Print Postage Transactions report
I~ Project BwS: include total page
[~ Print Dverview

v Matify about Misssing PO
I™" Check on BiS linkage [~ Include Freight Billed Amaurt

W Include zero cost actual activities

[ ¥ Run For &ll Companies in Spstem ]

Print Preview LCancel

s
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When unchecked costs are based only on company user is logged into.

b Costing Reports for (01) Alaska Incorp - Plant Code: 0200 Print Plant - [Billing Work Sheet] _|=| %]
Ele Qptions Help

Job Costing X 4 4 Tobd » ¥ o & & &= |floor S A Toe2s 00z 230l 23
B BWS_MAIN_ Ml
12
=

Billing Worksheet New

Billing Worksheet Pritea:  TAvam azan Job # Page 10f 4

AAA AAA Insurnace
0174 State mailer, Job's QTY - 100000

P YT oo [ v o T el |
[1862.99 | ana [not iwoices | House Acsourt ve |ves |

CoftCe il FEemat FAemal [ FOMereice | LaborCeiter FEemak Facnal | Fomemice En.mx| ACL HIE

Laser Mat'l 42 05 G405 | $treteh Inserter

ounts

ivity Code

stamping
J— - Postage Prep
Freight Warehouse
Postage Shipping labar
Mise Labor
Shipping

Job Cost Summary Report

Machine Praductivity Report nawmmicost 432930 | 480800 76,70 tavor Cast 766020 710070
Waterial Sel 559589 | 576720  1,20639 | Labor Sel 057002 290882

Ak 23025 320,07 2 23767

Achaal Totals | wariance Labor Watarial
Total Costs 95,388.50 562,50 4,308.00
- HosCAy 000 000 [
- Rewoit 3000 000 .08

= Charges $6,368.50 552,50 4,808.00

WP, Spoilage and Material
Labor Reparts
Master File Repoils

Quated At $16,165.71 756320 432930
£AKH 00 om 000

Inventory

Inventory is specific to a company. A customer can have items with the same Inventory Code in different
companies, but they are tracked under different Inventory Item numbers. They are considered different pieces of
inventory.

Warehouse locations are also company specific. Each location belongs to a company. If you have needs where
you need more than one company to share warehouse locations, check with your EFI PrintStream Support team.
There is an ini.file setting that allows for sharing warehouse locations. However, this affects many areas and will
need to be fully tested to make sure all the functionality works for you.

Receiving follows PO rules since PO’s can only be created for items within a company that are participating on a
job, receiving is restricted to only be able to receive items that were ordered from that company.

Regular Issues are filtered to only show materials that belong to the company that the user is logged into.

Inventory for This Job

" Al Beserved |tems

| Drezcription | Size | Calar | Carnmitte. .. | On Hand | Avyailable | Meeded Far
Springhill 12PT C15 Cover™ 0200 white 28 =40 oan 0 Utah Cover
Springhill 12PT C15 Cover™ 0200 Wwhite 28140 oo 0 Arizona Cover
Springhill 12PT C15 Cover™ 0200 Wwihite 28140 oo 0 Mew Mexico Co...
Springhill 12PT C15 Cover™ 0200 Wwhite 28140 oo 0 Califormia Cover

l |

] 6 LCancel |
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MR Scheduler

The scheduler has the ability to filter by company or show all companies.

A I arting 11/1/2008 and ending 11/13/2009 - [ Menu Bar Selected : Streamline Solutions, 0100 01 San Rafael ]
File I Company / Plant Fi ellngﬂ Job Status  Tools Utilities Window Messages Warehouse
Ly
0 All Companies and Plants

v Menu Bar Selected : Streamline Solutions, 0100 01 San Rafael
PrintStream, 0200 02 Utah

When including all companies and plants, the scheduler still has the ability to customize which cost centers they
can view.

[=] PrintStream Active Scheduling, starting 11/1/2008 and ending 11/13/2009 - [ All Companies and Plants ]

File Company /PlantFiltering Job Status Tools Utilities Window Messages Warehouse

Es = E2 2 & B

B Selected CCs, 2 days, from 11/9/2008 [= 2=
LI Rl Sun 11/9 Mon 11/10 Tue 1111 Wed 1112 Thu 1113 Fri 1114 Sat 1115

: : : : O

J:DATA ENTRY [01-0100]

[

5:CUTTER (PRESS) [01-0100]
5:DIDDE 6 [01-0100]

‘5:MBO FOLDER (PRESS)

S:PRINT ADMIN [01-0100]

5:SUBURBAN [01-0100]

6:HP LASER [01-0100]

7:BOVIE [01-0100]

P §

[ Get Saved Selection “ Sawe Current Selection l

Code Description -

1010 10:CUSTOMER SERVICE [01-0100]

1050 1INVENTORY MANAGEMENT [01-0100]

1040 10:KIT BUILDING [01-0100]

1000 10:PICK & PACK [01-0100] I

1020 10:REFURBISH [01-0100] by

1030 1:RETURNS [01-0100]

Inventory Management-PS [02-0200]

2140 21:Kit Building-PS [02-0200]

2100 21:Pick & Pack - P3 [02-0200]

2120 21:Refurbish-PS [02-0200]

2130 21:Returns-PS [02-0200]

2320 23:Data Entry-PS [02-0200]

2310 23:List Purchasing-PS [02-0200]

2350 23:0utPut Data-PS [02-0200] hat
l Cancel “ Qk l Unnamed

If you have filtered your view to one company, when scheduling a job you will only see activities that belong in

that company. If you are sharing a job across companies you should include all companies in order to see all the
processes in a job.
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[Z] PrintStream Active Scheduling, starting 11/1/2008 and ending 11/13/2009 - [ All Companies and Plants ]
File Company / Plant Fitering Job Status _Tools _UiilitiesWindow Messages Warchouse

EEREN=0EE

B 1127 Structure [®53a | 1127 for Kelly Marketing - Copy of Copy of Winter Mailing : Add a Job to the Schedule
= one[ 1171172008 [-10000 | roview Scnecuie Senedule Tenatve | Use CC Max | CC Oyeriosd Ok | Op Overioad Ok | Use Lesd i Asstrotavai | seectResources [N
Schedule Using [Start Date v| oate[1e00s ] Shift [oay ] [ tob Detais | work Orer | Change Orger || notes | size Coumms | -
[ Quoted Deivery:11/10/2008 | [ Defautt Scheduleing Schema ][ Print Gria
Hours | oty | Step Description | Cost Center | start End Resrc =
000.7 10,000 |Output to Laser Tape/Disk-PS. 23:0utPut Data-PS [02-0200] 1 E
001.0 1 CONVERT DISK 3:PROGRAMMING [01-0100] 1
0007 [10,000 |BARCODE QUALIFY 2PROGRANMING [01-0100] 1
0007 [10,000 |OUTPUT TO LASER TAPEDISK 3.0UTRUT DATA [01-0100] 1
0001 [10,000 _|Outer Env[118) Recene=-Outer Env SINVENTORY TRANSACTION 1
0001 [10,000 _|Outer Env[118]: ssue Outer Env->NKIET EINKJET [01-0100] 1
0001 |0 Outer Envi118]: Outer En Overs->777 9INVENTORY TRANSACTION 1
0024 10,000 |Outer Env(118]: INKJET UP TO 6x3 ENVELOPE BINKJET [01-0100] 1
0001 10,000 |Letle(1269] Recaivecietir [y SINVENTORY TRANSACTION i
0001 |10,000 |Letter(1369]: ssue Letter-=CHPS 25:Cheshire-PS [02-0200] 1
000.1 0 Letter{1369]: Letter Overs-—>777 INVENTORY TRANSACTION 1
0003 |1 Letter{1369]: LASER SETUP 6HP LASER [01-0100] 1
0550 |10,000 | Lefter{1369]: LASER 8 1/2x11 LETTER 6P LASER (01-0100] 1
0025 [10,000 _|Letter(1369]: FOLD 8 5x11/14 SZE TFoider [01-0100] 1
003.5 10,000 |Letter{1369]: Cheshire Envelope Up To 8x8-PS. 28:Cheshire-PS [02-0200] 1

Include:
I~ Prefress [ Firishing | Relosd Esinate | Reload Scheduie | ClearDates | Urdo | Redo | Clear Grid | Remove Aready Scheduied | Combine dentical Aciviies _

Postage

Capturing postage usage and processing of postage statements needs to occur in the plant designated during
the original job creation as the postage plant. In this example, postage is managed by plant 0100.

Plants:

M1:0000-Carparate/Caontro
01: 01 00-b ail & Print Plant

Poztage Plant:

11:0000-Carpaorate/Contral Pl
0707 00-M &
01:0200-Print Flant

When postage usage is entered by a shared company and the vertical billing option will be used for the job, the

internal biller will not reconcile postage on the invoice. Instead, the external biller will reconcile postage
generated by all companies on the external invoice.

The internal biller invoice in Company 2 references $200.00 of postage usage. However, the postage will be
reconciled by the external biller invoice.
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File Batch Invoice Options Utiities Help
o 5

Company: 01 - Plant: 0100 —Deposits — Deposits on this Inveice —

Bill Te/Ship TDI Miscellaneuusl Dummy Invuicel Depns'rtsl No

& c.umf;ny: 02 - Plant: 0200 Total Deposits for Job: $0.00,
™ Prior Billed Depostts: 50,00

157 Unbiled Deposits for Job: $0.00

] 58
62 Customer P Customer Suspense
-1 linv 37 Final ’7 Pastage Suspenss: $2,611.11 ‘ ’7
—Usag ~ Usage on this [rnvoice——

Total Usage for Job: $200.00j

Prior Billed Usage: $0.00, Helzot Uzayz Tranz. |

Unbilled Uzage for Job:

$200.00

Bill or credit on this Invoice

’7 $200.00

’rDescripﬁon far Invoice Pastage Lines (Cnly if not using the postage box)

’rCustumer Postage Balance

Postage Received: Save |

Postage Used:

Unapplied postage money can be transferred between companies.
1. From the company you want to transfer the receipt from, open the Postage Receipt Allocation program.
2. Enter the customer’s account number and click the Postage Unapplied Only option.

3. Click Load Receipts and the receipt number you want to transfer.

E:‘E Postage Receipt Allocations --- Company: 01 - Plant Code: 0100

Postage Receipt Allocations

Eustnmer:|D2DD j |.-‘-‘~BC Company
[ Lead All Company/Plants
. ; ) All Receipts )
Feceipts From D ate; |:| @ Postage Unapplisd Orly Load Receipts
Receipt D:Ergglzny Eloadné Date AR Deposit | Postage Deposit Tatal Batchi
1 m oo 1041/2008 $0.00 $500.00 $500.00 24
2 m oo 10/1/2008 $0.00 $500.00 $1.000.00 25
AO3z4 [0 oo 104742008 $0.00 $21.32915 $21,33915 1525
A0344  [O1 ] 5/M2/2009 $1.500.00 $3.500.00 $5.000.00 1717
et I maoo R/29/2009 [$7.000.00) $7.000.00 $0.00 1731
S0351 ) 0100 B/20/2009 $5.000.00 $1.000.00 $24,000.00 1777
A0351 ) 0100 B/20/2009 $5.000.00 $1E.888.89 1777
50369 [ oo FAE/2009 [$1.000.00) $1.000.00 £0.00 1887
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4. After the receipt has been selected, the Allocate Postage Receipt window opens, referencing the
receipt total, how the receipt was allocated along with how much is in postage unapplied. Click the
Transfer to Company option.

The Transfer Balance to Company window appears. Select the company you want to transfer the
receipt to along with amount to transfer.
llocate Postage Receipts =
Recep! Totl
Date:[ 6/20/2003 AR Appliec:[__ $3,140.40]  Pstg Applied:
AR Unapplied: 51,859.60|  Pstg Unapplied:
Transfer To Company I Load Jobs
. Transfer Balance to Company x|
Transfer To: ICnmpany: 02 - Balance: $2,111.11 j
Transfer Amaunt: |1 aao.oo Available: 3,240.24
Transfer Date:l &17 12009 vl
LCloze |
Cloze |
5. Click OK.
A posting summary report displays and references the GL impact from the transfer.
=% View Transactions =10] I,
Account Details | rReference | Debit | Credit |
01-01-01-2100 Postage Liability : 50351 £1,000.00
01-01-01-2510 Intercompany Postage - 01 fr... 50351 51,000.00
02-01-01-2100 Customer Postage Liability 50351 $1,000.00
02-01-01-2510 Interco Postage - 02 from 01 50351 $1,000.00
Transaction Summary
01-01-01-2100 Postage Liability $1,000.00
01-01-01-2510 Intercompany Postage - 01 fr... £1,000.00
02-01-01-2100 Customer Postage Liability £1,000.00
02-01-01-2510 Interco Postage - 02 from 01 §1,000.00
Close $2,nna.an| | ($2,000.00)




122 @ EFI PrintStream | User Guide

 eee—

Sales Prebill

A sales prebill can also be generated for a Multi-Company job in PrintStream regardless of the invoicing method
selected for the customer. If the vertical invoicing option is selected for the customer, all companies participating
on the job are required to create a sales prebill. It is not required for the internal biller to create the sales prebill
prior to the external biller.
To create a sales prebill

1. Enter the job number in the field provided.

The graphic below indicates company 2, the internal biller, is creating a sales prebill, and the customer
is setup to use the vertical invoice option.

2. The Internal System option is the default since PrintStream is aware the vertical invoice option is used.
3. Click OK.

ﬂl Select The Job Number For Prebill ﬂ
Select Job

fall mailer

te module

Bl Ta

" Euternal Customer  ©* Inkernal System(for Subcontracting]

ﬁ oK | Lancel |

4. Select the parameters to generate the sales prebill. Because the vertical invoice option is selected,
PrintStream displays Internal System Billing toward the bottom of the window along with the external
biller's company name, and the Based On Company Part is also defaulted.
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=k Create Prebill

OO

(| [

1526.93

fall mailer

1283

fall mailer

—
—

—
—

———

When the sales prebill displays, it only shows the internal biller’s services for the job.

Fall mailer

Purchase List

5. Click Save.

Oulput to Laser
TaperDisk
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The external biller also creates a sales prebill, however the External Customer option auto defaults.

@-._’-:;__Select The Job Number For Prebill x|
— Select Job

|1 283 _|: fall mailer

A mpany

DM Everything

—Bil Ta

% Esternal Customer ¢ Internal Systemifar Subcontracting)

ﬂ Ok | Cancel |

The external biller also selects the parameters to generate the sales prebill. The lower section of the
screen notes the billing external customer, and references the customer associated to the job. Because
company 1 is the external bill, the Entire System option is auto selected.

% Create Prebill X

Create Prebill
Job 1 1283 fall mailer

Quote 1525.99

—  Prebill format prepared. Select options:

€ Edit Prebil {+ Regenerate Prebil

r— Creation Method for Mon-Prebilled J obs:

i 1y
(@ Create from Estimate & ltemize with Prices

" Create from Actual Jobcosting " Itemize without Prices

Dot Itemize

r— Option —Bazed On Quote r

¥ Use Client Language 1525.93 _:I

™ Attach Activity Code to the line fall mailer
IV Spread out The Print Yariance
™ Define Component for the Process

I” Include Zera Price Components &z a Copy of Prebill For the Job - [
1283 ]

[T Exclude Zero Quoted Price Activities fall mailer
™ Add Madifiers Description

[ dd Quote Letter Motes

Billing External Customer 0200 ABC Company

Bazed on
r Company Part

6. Click OK.
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7. All services between all companies selected on the job display on the sales prebill. Click Save.

@ Fie View FunReports Hebp =181 %]
S EEECTEERS

LWEY-Y Preview/Approve Invoice for 1283 fall mailer

Activily
Eu‘; ay | Hot Key Services | Setup Eh“:;;ﬂ Rate | = SRR | Subltal |T.ax Codel F;z:nl Taw At | TotslAmt | Codeluse for
=] 0.000 Fall mailer 0.00 000 0.0000 "Extended Lx | 00.00 00.00 0.00 000 00.00 o
= 100 Purchass List D00 000 1000000 ®Each =] 10000 1000005 50 500 1600 231006
= 100000000 Output to Laser 000 5000 5.0000 M Per 1000 v 05.00 500.00 05 5.00 2500 525.00 236016
Tape/Disk
5] 1000 Proaramming 000 000 750000 ®Esch =] 7500 750000 R FR 1 TR 1 1
= T ComvenDiskAis 000 000 500000 ®Esch | 5000 500q ooy 000 s000 421
£ sl OF BB5 -
[ inonn oo Barcads Dualty 000 500 60000 MPeriood =] eon  Gooro TR s om0 uom
[ 100000000 Merge/Puice 000 7500 60000 MPe1000 ~| 0800 6000005 500 3000 esmo0  awm

1926004

IPrebill Total 2015.00f

Savs

Consolidate|  Group

Average

Lancel

8. To view the sale prebills generated for all companies participating on the job, click the look-up tool in the
lower left corner of the window.

A window opens and provides the sales prebill and AR invoice status for the companies participating on
the job.

illing Statuses for participating Companies

Company Plart Code Date Created T-""p'? (it Invoice No | Batch No
Code Irvoice)

1 |PREPBILL 02 0200 3/7/2003

Invoice/Prebil
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If the horizontal billing option is selected for the customer, each company participating on the job creates an
invoice to the customer for their services on the job. The invoice type created will be a job related invoice.

If the vertical billing option is selected for the customer, the internal biller(s) must create their invoice before the
external biller creates a final invoice. The Multi-Company job can be partially invoiced as many times as needed,
however the external biller cannot create a final invoice until the companies shared on the job have created their

internal invoice.
SCENARIO:

External Company incurs $200.00 in postage usage

External Company incurs $2,515.00 in services, freight and sales tax
Internal Company incurs $100.00 in postage usage

Internal Company incurs $630.00 in services, freight and sales tax

The example below of company 2’s internal invoice only shows the services completed by company 2:

Fie Batch Invoice Options Utiities Help

| 7 7
A/R Invoicing Entry

(Ties” | Balance Postage | Bil To/Ship To | Miscellaneous | Dummy invoice | Deposits | Hotes | Allocations | Preview | Job |

Active Batches | Posted Batches | Crol jopx | aty | Hot Key | Services Setup Ch:r‘;m Rate | per A‘;%;’E”'t | Subtotal |Tax Cnde| T;x | Tax Amt | Total Amt

Company: 01 - Plant: 0100 1283 0.000 fall maier 000 000 00000 Extendi~ | 0.00 0.00 0 000 0.00

= ompany: 02 - Plant 0200 = 1283 1.000 Purchase List 0.00 000 1000000 @Eact™| 10000  100.00 05 5 500 105.00
= 1283 100000.000 Outputto Laser 0.00 5000 5.0000 M Per 1 500 500.00 05 5 2500 525.00

2
-1 v 37 Final

Tape/Disk

The Bill To/Ship To tab reflects the external biller's customer account information.

File Batch Invoice Options

Utilities

Help

| % 1

NR InVOiCing Entry .Lines.l Balance Postage  Bill To/Ship Te | Misoellaneuusl Dummy In
Bill To And Ship To Addresses:

Active Batches | Posted Batches |

[ Company: 01 - Plant: 0100
=-E=J| Company: 02 - Plant: 0200

33

vit 37 Final

Bill To: ||5trea mline Solutions

Attention: |La urance Snyder

Address: |4D4IJ Civic Center Drive

|Suite 543

|San Rafael, CA 94803

Ship To: ||4n4u Civic Center Drive

|5uit& 543

|5an Rafael, CA 94803
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The GL impact for the internal biller’s invoice reflects the revenue and expenses incurred by the internal biller

only.

File Batch Invoice Options Utilites Help

| 2 Tl
A/R Invoicing Entry §i

Linesl Balance Postage | Bill To/Ship Tnl Miscellaneuusl Dummy Invuicel Dapusitsl Notes Allucatu)ns Preview | Job I

Active Batches | posted Batches |

Company: 01 - Plant: 0100
[=-E=J| Company: 02 - Plant: 0200

- 11,1 Inva# 37 Final

Account Details | Debit | Cred
02-23-01-4200 Data Processing Buyout Revenue $100.00
02-23-01-4000 Data Processing Revenue $500.00
02-01-01-2200 Sales Tax Payable $30.00
02-01-01-1500 Accounts Receivable $5830.00
— Totals

$630.00 $530.00

After completing the internal biller’s invoice, right-click the invoice number in the tree and select Run Internal

Billing Update.

Wi AR Invoicing Entry - Company: 01 - Streamline Solutions

File Batch Invoice Options Utilities

Help

v ]

A/R Invoicing Entry JEENGE

Active Batches | posted Batches |

[ Company: 01 - Plant: 0100
Company: 02 - Plant: 0200

Consolidate
Group

Rework Expense Allocations
Create Freight Invoice

Deposits —
Total Dept
Prior Bill

Unbilled Dep

|— Customer Su

ostac

al s

rior |

Run Internal Biling Update
Add Jobs to Invoice

View Summary Invoice

ldUE

|— Customer Po

The internal billing update with auto create a job related purchase order in the external company to the internal
biller, PrintStream auto receives the purchase order, and creates and posts the AP invoice.

After completing the internal biller’s invoice, the invoice from the external billing company is created.
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When reconciling postage, both the internal and external biller's postage usage displays to reconcile.

File Batch Invoice Options Utilities

Help

| ¥ 1

A/R Invoicing Entry ‘Lines €3 Balance Postage |EliIIT|:u‘5hi|:tTD | Miscetlaneous | Dummy invoice | &
Balance Postage for Job#: 1283

Active Batches | Posted Batches |

Elg Company: 01 - Plant; 0100
7 1750
1757
1793
1799
1308
1807
1829
1830
1852
1853
1356
1877
1381
1505
1507
1510

#-T1,d Inv# 11189 Final
-[Z] company: 02 - Plant: 0200

— Deposits

Prior Billed Deposits:
Unkiled Deposits for Job:

Total Deposits for Job: 50.00,

50.0
50.00

— Deposits on this Invoice —

50.00

— Customer Suzpense

Postage Suspense:

$61,679.99

— Customer Suspense

50.0

!

—U=age

Total Usage for Job: $300.00
Prior Billed Usage: 50.00)
Unbilled Usage for Job: $300.00

—Usage on this Invoice——

Zelect Uzage Trans.

$300.00

— Customer Postage Balance

$61.679.99

— Bill or credit on this Invoice

$300.00

Description for Inveice Postage Lines (Only if not using the postage box)

Postage Received: |

| Save |

Postage Used: |

The external biller’s Bill To/Ship To tab reflects the customer assigned to the job.

File Batch Inweoice Options Utilities

Help

@ 7| 1

Active Batches | Posted Batches |

EI--EI Company: 01 - Plant: 0100
#1750

7 1757

1783

1789

1806

1807

1829

1830

1852

1853

1856

1877

1881

1908

1807

1810

1925

B3 Inv# 11189 Final

A/R Invoicing Entry IESMEERE Nk
Bill To And Ship To Addresses:

Bill To: I|ABC Company

Afttention: |Tom Palender

Address: (101 Smith Ranch Rd.

|GALLINAS, CA 84803

Wiscellaneous

Ship To: ||1u1 Smith Ranch Rd.

|GALLINA5, CA 54503
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The Allocation tab of the external biller’s invoice displays revenue and expenses incurred by the external biller.
The internal company’s revenue reflects as an intercompany revenue allocation for company 01, but it will be
offset by an allocation to intercompany purchases. The two will net to $0.00. Therefore, there will not be any
residual to the external biller's GL.

File Batch Inwoice Options Utlites Help
| ¥ 3
NR Invoicing En ry 'Linesl “  Balance Postage EillTD.fShipTDl Miscellaneuusl Cummmy Invnicel ‘ﬂ; Deposit;

i Account Details | Debit | Cradit |
Active Batches | FEEDIZELE | 01-01-01-4105 Intercompany Revenue to 02 500.00
Company: 01 - Plant: 0100 01-20-10-50010005 DP Expense §75.00
1750 01-20-10-40010005 DP Revenue %1,250.00
1757 01-01-01-2200 Sales Tax Payable £50.00
1793 01-01-01-2510 Intercompany Postage - 01 from ... 5200.00
1799 02-01-01-2510 Interco Postage - 02 from 01 5200.00
1805 02-01-01-2100 Customer Postage Liability 2200.00
1807 01-01-01-2100 Postage Liability £100.00
1829 01-01-01-1500 Accounts Receivable £2,315.00
1830 01-01-01-3000 Intercompany Purchases to 02 2530.00
1852 01-01-01-1200 Work in Process $630.00
1:5; — Totals
- 23,145.00 23,145.00
1877
1831
1805
1907
1910
1925
-TL3 I3 11189 Final

Clearing Intercompany Transactions

Interco Revenue and Interco Purchases: The revenue and purchase account currently offset each other and
net to $0.00, however if the user wants to clear them, they can create a journal entry between the two accounts.

irﬁ AR Invoicing Entry - Company: 01 - CCMC Corporation --- Plant Code: 0100

Fle Batch Inwoice Options Utilities Help

of ¥ )

AR In‘.voicing Ent Bslance Postage | Bill TosShip To | Miscellaneous I Dummy Invoice I Deposits I hotes  Allocations | Preview: I Joh ;‘
sccount Details | Debit | Crecit |
QEIBIEEED | s | i01-01-01-4105 Interco Revenue - CA from MY $500.00
E"E Cormpany: 01 - Plant: 0100 || [01-40-10-4000 Data Processing Revenue - C& $50.00
Financial 2004 01-01-01-1100 Accounts Receivable - CA $550.00
Financial 2005 01-01-01-8503 Interco Purchase - CA from MY $a00.00
Financial 2006 01-01-01-1400 YWork in Process - CA $500.00
+|- (i Period# 1
Periodi 2 --- Tatals
Period# 3 $1,050.00 $1,050.00
Period# 4
Period# 5
25
56
g Periodi 6
[3]... Perint# 7

Interco Postage: The following graphic illustrates an external invoice created in Company 01 billing the
customer for postage incurred by Company 02. When the internal company incurs postage, the Interco Postage
account between the internal/external biller will be impacted, while the Interco Postage account between the
external/internal biller will get charged.
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irﬁ AR Invoicing Entry - Company: 01 - CCMC Corporation --- Plant Code: 0100

File Batch Inwoice Options Utlities Help

| ¥ &

AR I'n\.roicing Ent ¥ Balance Postage | Bill TosShip To | Miscallaneous I Dummy Invaice | Ceposits | Notes  Allocat
" Account Details Drehit Crecdit
fctive Beches | Posted Batches | i01-01-01-2252 Interco Pstg - CA from MY | I I F200.00 I
=l company: 01 - Plart: 0100 02-01-01-2251 Interco Pty - N from CA& $200.00
k] 02-01-01-2200 Customer Postage Deposits - NY F200.00
234 01-01-01-1100 Accourts Receivable - CA $200.00
267
. 275 --- Totalz
i I 52 Final $400.00 $400.00
5[5 Inv# B3 Final
-5 Inv# 64 Partial
=B company: 02 - Plant: 0200
#-E| Company; 03 - Plant; 0300

The Interco Postage account will also get impacted when transferring unapplied postage deposits between
companies. The following graphic shows $1,000 transferred from Company 01 to Company 02.

all R

E‘ View Transactions _ O X i
Account Dekails I Reference I Dehit I Credit I
i011-01-01-2200 Customer Postage Deposits - CA ¢ 10002 $1,000.00
01-01-01-2252 Interco Pskg - CA Fram MY 10002 $1,000,00
02-01-01-2200 Customer Postage Deposits - MY 1000z $1,000,00
02-01-01-2251 Interco Pskg - MY From CA 10002 41,000,000

01-01-01-2200 Customer Postage Deposiks - Oy $1,000,00
01-01-01-2252 Interco Pstg - CA From MY $1,000,00
02-01-01-2200 Customer Postage Deposits - MY $1,000.00
02-01-01-2251 Interco Pskg - MY From CA $1,000,00

Close |

If a company has a debit balance in an Interco Postage account, this will indicate money the company is OWED
by the company associated to that account. If a company has a credit balance in an Interco Postage account,
this will indicate money the company OWES to the company associated to that account.

To clear an Interco Postage account that has a credit balance, the company can enter an AP invoice to the
company the money is owed to, allocated to the Interco Postage account. This debits the Interco Postage
account and credits AP. Print and process the AP check and this debits AP and credits Cash; the Interco
Postage account has been cleared.

When the sister company receives the check generated from above, it will be entered into Cash Receipts as a
miscellaneous receipt and charged to the Interco Postage account. This debits Cash and credits the Interco
Postage account. The Interco Postage account has been cleared.

Alternative option would to create a journal entry in each of the companies; the offset account would be
determined by the user.
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Due To/From Liability: This account is charged whenever an AR Multico Transfer Receipt is created.

SCENARIO: Company 01 enters the original cash receipt for $10,000 to AR unapplied. This debits Cash and
credits AR. Company 01 then transfers $2,000 to Company 02:

Company 01 transaction: debit AR and credit Due To/From Liability 01 to 02.
Company 02 transaction: debit Due To/From liability 02 to 01, credit AR.

If the Due To/From liability account has a credit balance, this indicates money the company OWES to the
company associated to that account. If the Due To/From liability account has a debit balance, this indicates
money the company is OWED by the company associated to that account.

To clear the Due To/From liability account that has a credit balance, create an AP invoice to the sister company,
the allocation would be to the Due To/From Liability account; this debits the liability account and credits cash;
processes the check; debits AP, and credits Cash.

When the sister company receives the check, it will be entered as a miscellaneous cash receipt allocated to the
Due To/From liability account. This debits Cash and credits the liability account.

Vertical Invoicing: Vertical invoicing enables one invoice to be issued to the customer although multiple
facilities shared the processing of the job. Intercompany transactions automatically occur between the external
and internal biller. The internal biller generates an invoice to the external biller, and this invoice is recorded to the
internal biller's AR Aging report. The external biller auto-generates a purchase order and an AP invoice to the
internal biller, and this is recorded to the external biller's AP Aging report.

Several options to clear these transactions are listed below:

1. To clear, the external biller will pay the AP invoices to the internal biller. The internal biller will record the
payment and apply it to the AR invoices open on the sister company’s account.

2. Another option is to create an interco bank account in each company linked to the other companies, and
link it to a Due To/From Liability account. For example: Company 01 would create a bank account, and
link it to the Due To/From Liability account created in Company 01 to 02. Company 02 would do the
same, but link the bank account to the Due To/From Liability account created in Company 02 to 01.

3. When Company 01 pays the AP invoice to Company 02, the interco bank account will be selected. This
will debit AP and credit the Due To/From Liability account to 02. When Company 02 receives Company
01’s check, it will be entered into the Cash Receipt program, the interco bank account will be selected
and the receipt will be applied to the AR invoice created from Company 02 to Company 01. This will
debit the Due To/From Liability account to 01 and credit AR.

4. If the Multi-Company user does not handle clearing AP and AR invoices as instructed above, they can
create credit/debit invoices and allocate them to an offset account. The Due To/From Liability account
can be used for the offset.
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Multi-Plant Setup and Use

Overview

The following document describes the optional features, set-up and use of PrintStream Multi-Plant.

The bullet items listed below highlight some of the main features of PrintStream’s Multi-Company software.

Jobs can be managed within one plant or shared between many plants.

The basic accounting logic in Multi-Plant revolves around the idea of having centralized accounting and
general ledger. Each individual plant is typically responsible for entering their plants accounts receivable
invoices and accounts payable invoices. Cash application, collections, and check processing can be
combined for all plants, and therefore be managed at the corporate level.

Although accounts receivable and accounts payable processing occurs at the plant level, the financial
impact is tracked at a corporate plant level, including retained earnings.

Customers and Vendors are shared by all plants.
Financial reports as well as AR and AP aging reports may be generated for one plant or all.

One database is used for all plants, allowing for centralized Information Systems (IS or IT)
management.

Optional Settings for Use in Multi-Plant

Job Sharing Across Plants

Adding the ability for a job to be created that contains processes from more than one plant is an optional feature
within Multi-Plant. The general rules are as follows:

Estimates / Jobs may be entered from any plant and have one or all plants participating on the
estimate/job.

Security is based on User Access to Plants. In order for a user to create or open an existing estimate
which has multiple plants participating they would need to have permissions for each of those plants
setup in the user area.

A user who only has access to one plant may create an estimate/job using processes from that plant
only. A user who has access to multiple plants may open that estimate/job and add processes from
another plant. Once this happens, the original user who only has access to one plant will not be able to
open the estimate/job.

If a job was entered in one plant and has multiple plants participating. The job can be opened, reviewed,
and changed in any of those plants as long as the user who is attempting to open the job has access to
all plants that are on the job.
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Use of Offset General Ledger Accounts

The use of offset accounts is an optional accounting feature. The general idea of offsets is that a balanced trial
balance can be produced at the plant level. Without the use of offsets, a balanced trial balance may only be
produced at the company level. This is due to the fact that key accounts are shared by all plants. These accounts
are Accounts Receivable, Accounts Payable and Retained earnings. The following example demonstrates what
A/R invoice allocations would look like with offsets activated, and one where offsets have not been activated.

With Offsets
Plant GJL Acct Desc dr cr
0000 Accounts Receivable $3,000.00
‘0100 DF Sales $1,000.00
0100 Lettershop Sales $1,000.00
‘0100 Printing Sales $1,000.00
0000 AR Offset Corporale $3,000.00
‘0100 AR Offsst-Plant 0100 $3,000.00
Total impact to plant 0000 $3,000.00 $3,000.00
Total impact to plant 0100 $3,000.00 $3,000.00

Without Offsets

Plant GJ/L Acct Desc dr cr
"oo00 Accounts Receivable $32,000.00
0100 DF Sales $1,000.00
0100 Lettershop Sales $1,000.00
o100 Frinting Sales $1,000.00
Total impact to plant 0000 $32,000.00
Total impact to plant 0100 $2,000.00
For the entire company $3,000.00 $3,000.00

If you choose to use offsets, please consult with EFI PrintStream Support for assistance in activating this feature.
In addition to activation, special plant level control accounts will need to be defined and linked in the plant control
accounts area.
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Steps for Conversion

Convert Database
This is a function of the EFI PrintStream Support Team.

Internal version (this requires an edit to the .ini file and should be coordinated with Lindsey)

Define New Plants

Adding a new plant or plants takes place in Master File Reports> Production System> Plants. This area is
password protected and therefore requires the assistance of a EFI PrintStream Support Representative to

complete.

The plant code is a 1-4 digit numeric code. In the example below and for the remainder of this document, the
plants are named Corporate, Mail Plant and Print Plant. A typical set up would use a plant naming convention
that describes the location, such as Salt Lake City, San Rafael, etc. Most users, by default, have a 4 digit code
that is 0100. Adding additional plants to this existing set up would likely involve numbering that is similar to the

codes below.

Note Having a Corporate Plant is a requirement and serves the purpose of acting as a central location for
shared General Ledger Accounts. Therefore, it is recommended that this Corporate Plant be numbered
in a way that its placement in the tree is above what will be referred to as Production plants for the

remainder of this document.

e 01 Alaska Incarp

. i@ 0000 Corporate/Contral Flant
0100 Mail Flant

...... 0200 Print Plant
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Miscellaneous Set-up and Use

Plant Access for

Users
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Within Multi-Plant, users can be assigned the same or different roles by plant. Multiple logins are not required.
The red check box indicates that the user has access to the plant, and the role defines which programs the user
has access to within that plant. This example also shows that this user does not have access to plant 0000.

This set up is defined in Menu'’s and Users>Find User> double-click User to work with the screen shown below.

Help |

x|
=9

Login Id Passward
|Sophie | |** | Save
[~ Password Locked
r F'reverjt Luser from @
Full Mame changing the passward Delete
|Suphie Smith |

Entail Address

|NfA

Web Customer

Security Lewvel (0-5)

Salesrep

Change Database
v Path Permission

|_ Show on Weh

[

Employee

[ =/

Cancel

Compan Plant
Code | Coge R
1 01 oooo had
i 01 0100 Accounting =
31 o 0200 Warehouse 15508 Only -

Define Employees

Employees are defined by plant. The employee file will need to be completed for each of the newly created

plants.

Consider Naming Conventions for Machines

Machines are not filtered by plant so name changes should be made to existing machines to indicate which plant
the machine resides in. Example; Folder XYZ-LA, Folder XYZ — TX.

If additional assistance is needed in this area, please consult with EFI PrintStream Support.
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Master Files — Customer and Vendor

The Customer and Vendor Master Files are shared by all plants. Adding new vendors and customers unique to
the newly added plants can be accomplished by completing and using the import spreadsheets provided within
the Master Migration Template. In addition, a naming convention could be considered for instances where the
same Customer or Vendor is used by more than one plant, and you wish to track them separately Consider
adding a facility designator to the Customer or Vendor name so that the customer with the correct address is
picked when creating jobs and or purchase orders

Example: customer name ABC Company- UT, customer name ABC Company —CA.

Inventory Setting for Reports

Selections made here will be applied to ALL plants.

Inventory Reports/Options/Report Setups

E=5] Inventory Reports for the
Filz | Options

Zhange CompartPlant

[ Inventory Reports for the Company - (01) Alaska Incorp - (0100) Mail & Print Plant
Options.

[_[Bx]/
He

Inventory Reports|

Alaska Incorp

T Mote: This change will be applied to all plarts:

Select the format to use for Skid Sticker : [SKIDLELL =l
Lable Height; Line Space Width

Select the format to use for Skid Ticket : [fooTae <]
Select the format to use for Inventory Summary Report : [FEFSoN |

Select the one you want to printin large font [iTen no -
Print Revision Code in Reports [  Frefis Chaacter. [Fay,

In All Inventory reports show decimals in quantity column | ~ ..

When Printing B, de add Pri Prefix Ch 1 " Yes

Report file to use while printing Inventory Request: [~
Display Ci Product D ipti © Yes & No

Job Inventory Matrix Report Format [Report with Skid Detais -

Action Fieports Save Cancel

Transaclion Feports
Conventional Fieports
House Keeping
Excepiion Repoils
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Logo Definitions
PrintStream supports the ability to use multiple logos per company, plant and module for the following:
¢ ARInvoicing
e AR Reporter/Customer Statements Report
e Purchase Orders
e Postage Advanced Letter
e Packing Slips
This is accomplished by defining multiple versions with special naming conventions along with the logo.bmp file.
The naming scheme is as follows:

Company Code>Branch / Plant code [Optional]>Module [Optional] (Using the prefix of the Program calling
it)> | = Invoicing, S = Statement, PO = Purchase Order, PA = Postage Advance, PS = Packing Slip, SP =
Sales Prebill and BOL = Bill of Lading.

For example:

Company Code: 01
Plant Code: 0100
Module: PO

The file name would be Logo010100PO.bmp (Logo + Company Code + Plant Code + Module).

Custom file names are not required. “logo.bmp” will be picked up as a default unless a different file name
has been created.

Other Examples:

1. Company Code: 01
File Name: Logo01.bmp

2. Company Code: 01
Module: | (for Invoicing)
File Name: Logo01l.bmp

3. Company Code: 01
Plant Code: 0100
File Name: Logo010100.bmp
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Moving between Plants

Moving from one plant to another can be accomplished several different ways.

When logging into PrintStream, the user can select the plant they wish to work in. Only those plants where the
user has security access defined display.

PrintStream.
2008

STREAMLINE .

L Faspana

=~ r L
Bt Diararang

Carngary HanaPlnt Code

irnia ncog = 0000 Coporatee antra Pard % Erder
s es 3 =)

Right-clicking from the colored area in the main menu allows movement to a different plant.

As mentioned earlier, only those plants where the user has security access display for selection.

w. Change Company x|

Company MName/Flant Code:

Alaska Incorp ~ D000 Corporate/Control Flant Go
Alaska Incorp ~ 0100 Mail Flant
Alaska Incorp ™ 0200 Frint Flant

The company/plant may also be changed by selecting file>switch company/plant from the main menu.
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When working within a particular program this file>change company/plant option is also available. Changing the
plant at the individual program level only changes the plant for that program. In order to have all programs open
under a different plant, the switch should be done at the main menu.

Define Production Structure

In the multi-plant structure, each plant has its own Departments, Cost Centers, and Activity Codes. The Plants
are defined in Master Files Reports > Production System > Plants for the System.

[& System Maintenance - [Facilitics]

01*Report LI
%) 01%8aska Incorm
i ontral Plant

( lart
e

Plants (for the System] il & Prirt Plant

Pradustion Depattmerts
{forthe Syatem)
sk I
@ Loading Dock
Production Cost Centers 23005 Aoy Way
for the Systs
(forthe System) Tandy UT
i 54090-4534 B01 444 5555
ActiviieslFor the System]

Rates Setup [for the

B
——

Departments, Cost Centers, and Activities are then linked to the appropriate plant.
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[E System Maintenance - [Production Departments] =[5]x]
< Fle Options Ukity Help _1®| x|
RO svaTEM

PRODUCTION SYSTEM

-1 01 Alaska Incorp
i8] 0000 Corporate/Contral Plant
-4 0100 Mal & Print Plant

-~ 2% 10"Labr WIP Depariment lant Name
< 2% ¥DATAFROCESSING
» - % $FREFRESS
Frodustion Departments - 2 SPRINTING Production Depaitment Code
{for the System] 2 BLASER —
% TBINDERY
2 EMAILING Production Department Name
% FWAREHOUSE I
Production Cost Certers =1 0200 Print Plant
ffor the System) 2 200°ADMIN. DEPT Defauit Material Expense Dissection Code
% 203°DF - Plant 2 —
g % TIOCOMPOSITION
bctiviies{For the System) ; ggg:ii?gsgg:ﬁé“‘“‘“a
% B4ISHEETFED PRESS Add an Close
% Z50WEB PRESS
Riates Setup [for the % ZUBINDERY
System)

2 290°WAREHDUSE

ACCOUNTING STRUCT,
SYSTEM MAINTENANCE
MaSTER FILE REPORT

Master Files Reports is one program where you can see the setup for all plants without having to log into each
plant respectively. Even though the Departments, Cost Centers, and Activity Codes are entered against each
individual plant, they are all still stored in the same table in the database. For this reason, the descriptions and
codes need to be unique from plant to plant. For example if | have the same department, cost centers,
and activity code descriptions across multiple plants | may want to include the plant code at the end of
my description for department, cost center, and activity codes, to make it unique from plant to plant.
Also in my coding structure | may want to add the plant code in the department so that the coding
structure will be unique across the different plants. Below is an example of this.

Department = 4 digit number with first two digits representing department number and last two representing plant
number.

Data Processing Dept. = 20

Plant Code = 01

Data Processing Dept for Plant 01 = 2001

Description for Department is entered as “Data Processing 01”

Programming Cost Center, Plant 01, under Data Processing Dept = 200130 (Uses Dept. number followed by two
digit cost center number.)
Description for Cost Center is entered as “Programming 01”

Convert File (Activity Code under Programming Cost Center, Plant 01, under Data Processing Dept. =
200130100 (Uses Cost Center number followed by three digits for activity code.)
Description for Activity Code is entered as “Convert File 01”

Using this example for coding your structure will make each number unique across the different plants.

When you go to add the Processes for either Print or Mail using Master Files Print or Master Files Mail
Processes you will need to login to the Plant that you are adding the Print or Mail Processes to.

All Processes setup in Master File Print and Master Files Mail will also have to have unique descriptions.
For this reason it is recommended that the plant code be added to the end of the process description to
make them unique also.

See individual documentation for Departments, Cost Centers, and Activity Codes as well as documents for setup
of Master Files Print and Master Files Mail Processes for individual instructions on entering the information for
these specific areas.
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Define Accounting Structure

The following sections relating to accounting set-up are outlined in detail here as they represent areas of the
system that are unique in a multi-plant environment. The Accounting Check List for multi-plant should be
followed for step by step instructions. The Multi-Plant Accounting Check list can be found in the Master Migration
template.

Chart of Accounts

New general ledger account numbers will need to be established for each new plant.

Accounts that are shared by all plants should be created within the Corporate Plant. These shared accounts are:
e Accounts Receivable
e Accounts Payable
e Retained Earnings

For the most part, accounts tracked at the production plant level are revenue and expenses but there are some
balance sheet accounts that should be set up as well. Postage Liability and Postage Inventory should be
established for each plant that will be tracking postage transactions. Valued Inventory Assets can and should be
set up as well as inventory is also tracked at the plant level.

Creating a new chart of accounts for each plant is the first step in completing accounting set-up. A spreadsheet
is available for aiding in design of this chart and can also be used to import new account numbers. The same
spreadsheet used in the original chart creation is used, then you simply need to be logged into the plant the
accounts are for when importing. Please consult with your PrintStream Accounting Support Manager for
assistance with this step. They can provide valuable feedback regarding numbering schemes and can also assist
with the import step.

Multi-WIP Activation

When converting a database to a multi-plant environment, a feature referred to as multi-wip will need to be
activated. This setting is password protected and assistance can be provided by EFI PrintStream Support. Once
activated, the basic function of this setting is to “tell” the program to no longer look for a control account for WIP
Material and Buyout related transactions. Instead, the program reads the desired WIP account from the account
defined in Master File Reports> Accounting Structure> Link to GL> Link to Purchasing. Once this feature is
activated, it is important that it is followed immediately by updating the link to purchasing program to ensure that
all activity codes are linked to a WIP account. Additional step-by-step for activating this feature is also covered in
the Multi-Plant Accounting set up check list mentioned earlier in this document.
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Plant control accounts are defined in Master File Reports>Accounting Structure>G/L Plant Control Accounts.
Each of the accounts listed below need to be defined for each of the plants in the system with the following

exceptions:

e A/Rand A/P — These accounts are populated by default from the company level controls. They should
not be changed and all plants should have the same account defined.

¢ AR offset, AP offset, Postage Offset — These only need to be defined if you plan to use offset accounts
as described in the optional section of this document.

Some control accounts are related to optional program use and are not required for basic use of the system.

They are:
e AR_FFCredCardProcFee

e  ARCommissionAccrual

e ARCommissionsAdvancePaymAsset

¢ ARCommissionsExpense
e  ARCommissionsPayroll

e FGLabContraExpense

e FGMatContraExpense

e Labor Waste

01 Alaska Incorp
0700 _I:l
Plant Control Account | GL | GL Branch | GL | GL Department | GL Account GL Account Description
1 |APControlAcct 43 Corporate/Contral 199 Corporate/Control De| 2000 AP Control
2 |APDiscount 01 ain Branch 01 hdain Department 5100 ap discount
3 |APOffsetAccount 0 hdain Branch 01 hdain Department 777777 AP offset- plant 0100
4 |APWithoutlnvoices 0 hdain Branch 01 hdain Department 2300 ap without invoice
5 |APWithoutinvoicesDifference 0 hdain Branch 01 hdain Department B000 ap without inv diff
B |AR_FFCredCardFrocFee
7 |AR_PrepayOffset
8 |ARCommissionsAccruals 01 hain Branch 01 bdain Departrment 2600 Accrued Cormmissions
4 |ARCommissionsAcvancedPayrmds set 01 hain Branch 01 bdain Departrment 1045 Achvances on Commissions
10 |ARCommissionsExpense 01 hain Branch 01 bdain Departrment 7500 Commissions Expense
11 |ARCommissionsPayroll 01 hain Branch 01 bain Depantrment 6300 Commigsions Payrall
12 |ARContralAccount 99 Corporate/Contral 199 Corporate/Control De| 1040 AR Contral
13 |ARCustomerJobPrepayment 01 hain Branch 01 bain Depantrment 1500 accounts receivakle
14 |ARDefaultRevenue 01 hain Branch 01 bain Depantrment 4000 sales revenue
15 |ARDiscount 01 hain Branch 01 bain Depantrment 5000 ar discourt
16 |ARMaterialsStorageRevenue
17 |AROffsetAccount 01 hain Branch 01 bain Depantrnent 9998 AR Offget plant 0100
18 |EsraCosts 01 hdain Branch 01 bdgin Depanrment B200 extra costs
19 |FGLabContraExpense 01 hdain Branch 01 bdgin Depanrment 80071 Contra Labor Expense
20 |FGMatContraExpense 01 hdain Branch 01 bdgin Depantrnent 8000 Contra Material Expense
21 |FreightAccount 01 hdain Branch 01 bdgin Depantrnent 4100 freight rewvenue
22 |Laboriaste 90 Mew Branch 01 MNew Department 8000 Labar Spoilage
23 |MaterialSpoilage 01 hdain Branch 01 bdgin Depantrnent B100 material spoilage
24 |PostageAdjustments 01 dain Branch 01 bdain Depantrnent 4125 Presort Rewvenue
25 |FostageDeposits 01 kain Branch 01 kain Depantrnent 2100 postage liability
26 |PostageOffset 01 kain Branch 01 kain Depantrnent 9997 Postage Offset
27 |PostageSpoilage 01 kdain Branch 01 kain Department B400 postage spoilage
28 |FostageUnbillable 01 kdain Branch 01 kain Department 5300 postage unbillable
28 |SalesTaxControl o1 hain Branch 01 tain Department 2200 sales tax payable
30 |ServiceCharges o1 hain Branch 01 tain Department 4600 service charge revenue
31 |WIF 01 tain Branch 01 hdain Department I 12[||]|W\p

Additional Notes Related to Accounting Functions in Multi-Plant

e All plants share fiscal year set up.

All plants share opening and closing of accounting periods.
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Processing a Shared Job

The following graphics describe in detail the rules around creating a shared job in Multi-Plant from beginning to
end.

Estimate/Job Creation

When creating a new estimate, all plants are checked for participation, based on user login access. By default,
each plant where the user has access is selected. If not all plants are participating on the estimate, then the user
may clear the check boxes for those plants that are not participating. If the user only has access to one plant,
they will not see this information on their screen.

Mew Quote Header

Customer #: Sub Acch
Customer:
Contact: | Plants:
Custamner Price List: - 01:0000-Corporate/Contro
X i — : -t il & Print Plant
Standard Price List: [ I = Print Plant
Contact Phone/Fas:
FRe-Contact D ate: Postage Plant:
SalezRep: | 071:0000-CorporateContral Pl
CSE: - 071:07100-Mail & Print Plant
’ — 01:0200-Frint Plant
E stimatar: -
Planner: =
Job Type: ;I
Job Title:
D ezcription: ;I
Cluantity 1: 4 Erint And Mail: [ FSCrelated quate —
2 5 Default Section Size:l ® I
3 E:
Firzt b ail Drate: Create Default Package

Help |

Cancel I

Mext = I FEirnizh I

In the Postage Plant area, the user needs to select which plant is processing the postage by clicking the plant

name in the listing.
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Data Processing

If there are multiple plants with data processing processes, the processes for each plant are visible under the
tree structure and can be selected from either plant.

Data Processing

DPSET UP Process Description Huartity LGDEJk Guated Price
----- DATA EMTRY [Buyout])

----- DaTa ENTRY - KEYING

----- FURCHASE LIST

o rogramming

- Lutput

- 0P - Plarit 2

----- Data In Plant 2

----- Data Processing Flant 2

----- Data Out Plant 2

All

Pkas Sort Order

< [ ]
Help | Eancell <Eack| Nest » | Finizh |

Supplied Components

Inventory attached to supplied component types defaults to the plant that the estimate/order is created in.
However, there is the ability to have the same component as a different item number in other plants.

Select Components

Custom Componerts IEDD Components |

Standard Forrm -

Custom Component Name | {For “waste Calo) PFrint Template

9% 12 Erw, Supplied

Print InHouse:
Print InHouse
FPrint InHouze
Fiint InHouse
Print InHouse
Print InHouse
Printt InHousze
Print InHouse
Print InHouse
FPrint InHouze
Print InHouse:
Print InHouse
FPrint InHouze
Printt InHousze
Print InHouse
Print InHouse
Printt InHousze
Print InHouse 2

noonoooonnnnoononne

Help | Cancell <Eack| Hest > | Finish |

Printed Components

When adding printed components and clicking Print In House, you will see templates from all plants selected on
the estimate/job.
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=T
Cptions
Diouble Click on Dezired Template

I

Template Mame Compary I Plant Code =
12pp on CF pressz--01 o100 ol |
12pp on CF press-02 o200 ol
16 page Suburban o100 ol
16 pg “WEE ozoo o1
16pg Sht 2.5411 [y ulu] ol
16pg sht 8.5=11-0100 [y uln] ol
16pg web 8.5<11-07100 o100 o1
3x5 poztcard o100 o
4 pg 8.5 = 11-dupSht ozoo o1
dpg B 1/2 =11 dup o100 o1
Epg 85«11 zht ozoo o1
E.B25 < 9.25 o100 o1
S8pgB8.5x11-2ZupSht ozo0 o1
2 pg cov o100 o
2 pgweb 2Zup az00 o
Spg 81/2x11 2Zup o100 o1
S8pag 8 1/2=11 "w'eb o100 o1
Spp sf o100 o1
bookbind matls a1oo o1
Busz Card 4 up o100 o
Cover 8.5 =11 Zup o200 ol -
— P = B = e B PIT N ainn [nh]
. o

—

Templates may be selected from any plant listed, or a new template may be created.

M. Custom Section

Title: |208?-‘I 0100k ail & Print Plant s
Ink:s Front | Inks Back
& Test Double-click on cell [ Coverage: - =
 Cover ta set ink color. T
= Ik 2:
=] e I vI Frezs DEL key to
= remave an ink. Ink. 3:
Bind as: I'I vI Ink. 4:
Ink. 5:
Trim size: |8.5 W ITI Ink. B:
[ wark and Tumn Ik 7:
I” ‘Wwork and Tumble Ik 8:
™ Wk and Twist Ik 9:
[ 1P Ink 10;
Name: | _I -
Calar: I _I — Section Finishing
o Section Finizhing
Girain D"EC“_U” Precut Double-click on cell ta select
7 with Grain 7 e section finishing process.
e i e
o Eross BT & EO Fress DEL key to remove a
ane uto sechion finizhing process.
Without Bleeds With Bleeds
< Qty. Tstdim | Znddim. | fstdim | Znddim | #Up | Plate Type Perfect [ Cutofffwet)[  Layout | Grair
99,995,539 ha i i i x| = ha
I Il Il Il b T =
1 I I I I T =
- - - - - r -
[~ Save az Permanent Template oK I Cancel |

In the template creation screen, a plant listing is visible next to the template title. Before saving the template,
select which plant the template was created for. Note the Ink Coverage and Inks should be compatible with the
plant that is selected for the template. Section Finishing operations may be performed in a different plant
although most likely the default finishes would be the same as the plant that the template was created for.

Print Mode

Prepress processes for all plants selected are displayed on this screen. Ensure that your choices are compatible
with the print template selected for the section unless the prepress is truly being done in a different plant.
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Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS

Dles [ 8] o] slelelo] ]

Mail Estimating {Print & Mail) 25516 pg. Text
- Quote Header

2.  Estimating Header PrePress | Paper | Modiiers | Inks | Select Press | Section Finishing |
i Data Pr
= cﬂ:pnr:::tzsm Operation Typel | Twpe2 | Typed | Tvped | Tvpe© | Type® | Twpe7 | Type8 | Tpped [=
: B ot 00,000 Ouipul Fim 0|6 Flat  CLR Flat
: gé - . DyhizProoi 01 12219 16521 |30x40

aund Camponerts

B Fackages Scanlmsges 02t Images
Finishiny ScanTet02  6x3  B1/2x11
= ScanHaltones 02 213 4x5 649 Bx1D
oore ScanColr02 __ # Images
Special Instructions can Lol 0

€ Review Pricing

2€ Order Entry M m

Oty 7|Labor Cost{ Matl Cost _I

1

Cancel

&5 e | o | [ 884 Insumace | 0100,0200 - July Mailer [ 100,000

All paper descriptions contain the plant code at the end of the paper description. Ensure the paper matches the
plant the template was created for. If you select a paper that does not match the plant for the template selected,
you will receive a warning when you try to select the press that the paper selected does not match the plant for
the template that you are using.

« « Paper Search XI

Floor Stock Yes - Basis Type lﬁ Hame Like I
Type m Basis Weight l— Descr Like I
Category [a-cttsstbona <] | | PPt
Sub Category lﬁ Caliper l— VYendor I jl j

[~ Show Inactive Ireeertory I Clear Al I Select I Stop I
zlan‘t Marme Crescription Sizes Colors Floor Stock | Category  [Subcstegory) Type
o
1 |9100 Carnival Text~"0100 Carnival Text 17.5 = 23 = |white = |¥es A-Offset/Bor Shest
2 |0100 Wausau YWellum Opague Book™~0100 Opacue Welll 17 = 22 | Beige il Nes A-Offset/Bor #1 Sheet
3 |0z200 Book Makers SO0# Opg Sheet 00200  Book Makers 25 x 35 | wyhite il Nes A-Otftset/Bor #3 Sheet
4 |0200 Book Makers 60% Opg Shest~-0200 Book Makers 25 x 35 W [White - |Yes A-OtftsetBor #3 Sheet
5 |0200 Book Makers 70# Opg Sheet™ 0200 Book Makers 25 x 35w« [White - |"es A-OffzetBor £3 Shest

=
| »

Print Gk | Loaded 5 records. Click ‘Continue’ to load | 300 Cartinue
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Press Modifiers are defined at the company and not the plant level. All press modifiers that have been setup for
all plants will be visible.

Mail Estimating for the Company - (01) Alaska Incorp - (0100) Mail & Prnt Plant LS

Mail Estimating (Print & Mail)
+ Quote Header
- Estimating
Admin
Data Processing
2 Components.

Bindery

[ Special structions
3£ Review Pricing
€ Order Entry

4

D8] (2 8] =] wl8B(s)] &

¢
# Formé: 2 3-16 pg Text-10,500
\/ Formé#: 3 Booklet Envelope-*

10,

ag

Print Mode |5 On

224 Cover Multi Version (x|
Header | PrePress | Paper [Mdfiers Inks | Select Press | Section Finishing | |

& Front (" Back
T/ZFodonMuliweb = Diig MR RepMR | Run Spe
dcitional Helper | Modfiers | Qb Dig Mine | n et | ReeMine | te | Reduch
[Additional M/R Tine
[Additional M/R Waste Custome P 154 ] ] ] ]
[Additional Run'Waste ] »
Customer Press Check
Flood Y Coating
Fold - Fanfaid
Fold - Iiine Paralle Fold
Fold - Plowfold

Add Bleeds Cioss-grain e Work and Tun [~ DutchCut r

Addblesds wigian 0 WokendTumble [ i FrabRe 1

\wfork. and Tuvist r

(5] x]

Cancel

&5 mym [m200 | 4w

[ Alaska Ine.

| 100,020 - Copy of Travel Guides Volume 2

[ 0 [5/21/2010 |

10,500

The ink and ink coverage are listed for all plants. If neither of these were selected on the template, you will need
to select both the inks and coverage that matches the plant for the template selected.

Press Selection

Press selection is based on the presses which are in the plant for the template that was selected. The Press
listing is filtered to only show presses from that plant for override purposes.

Mail Estimating for the Company - (01) Alaska Incor - (0100) Mail & Print Plant LS

Mail Estimating (Print & Mail)
~+f Quote Header
Estimating
Admin
Data Processing
=} Components

& Bindery
=] Create Inventory
# Packages
Finishing

-3 Drops

Special Instructions
€ Review Pricing
-3€ Order Entry

1

D8] [ B =] wl&@s] 9]

/' Forms 1 Cover Multi Version-3
+ Formé#: 2 3-16 pg Text-10,500
W Form: 3 Booklet Envelope-

10,

a o

Header | PyePress | Paper | Modifiers | Inks

# Fiont (" Back
Section Qiy. 10500 |
Press: Itk =1V
Peifect |
Firish [Tiim) Size: 4 1/8 #3172
Number Up: 14|
Press Size: 41/8%31/2 v
Humber Out 1+
PaperSize: 41/8491/2 =]/
< | »

77 | View Laout | All Options | Find Fress

Fint Mode I On

Select Fress | Section Firishing |

Apply Sciipt Answers thiough lots SF processes if present

(5]

£258 wyml (w200 @

[ AlaskaInc

0100,0200 - Copy of Travel Guides Volume 2

0 [5/21/2010 | 10,500
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Section Finishing

Section Finishing processes for all plants selected are displayed. While the job may be printed in one plant, it can
be finished in a different plant.

Mail Estimating for the Company - (01) Alaska Incorp - (0100) Mail & Prnt Plant LS

Dlelg| 28] = wlasls] g ag

Mail Estimating (Print & Mail) 4 Cover Multi Version
+ Quote Header

(5] x]

Print Mode |5 On

Header | PrePress | Paper | Madiiers | Inks | Select Press  Seetion Enishing | |

IO - orm 1 Cover Multi Version-

oy Form#: 2 3-16 pg Text-10,500

Foil Stamp Buyout 02
Laminating (1

Estimating '
Avalable SF P
Adrmin vatatle S Proecsces | g ekl et Fhing s Lu”{\'ﬁl | | |D5
Data Processing Description
Components. Fail Stamp 02 Final Trim 01 ] DelelSci[ Modi

MBO Fold 01

MBO Fold 02

MBO Fold Lang 01
Outside Print - Bupout 02

+ Formé: 3 Booklet Envelope-10,}
Bindery
Create ventory

## Packages. Pra.gii M L
Finishing
Drops.
Special Instructions
€ Review Pricing Final Tim 01 | 3,000
# Order Entry Run Quanity 3,000
Start # U 1
End & U 1

Apply Sciipt Answers tiough lats SF processes i present

“
€255 myml (299|243 [Alaskalne 100,020 - Copy of Travel Guides Vohme 2 ofszi/2m0| 10500

Mail Components

In the Mail Component screen, the processes listed also shows the processes from multiple plants which can be
selected on the estimate/job.

Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS - [Form#? 1 Cover Muiti Version-3.000]

By Fle Window Changes Refresh Master Data Help 18] x|
m = T E S E ] a a8l Frirt Mods = 0|
Mail Estimating (Print & Mail) Deserplion [Cover Mutiverson — Versions| 1| nted InHouse
+ Quote Header D —_— .
o ate on Hand Quantity before: Over
Estimating |
“Admin Waste g
Data Processing - Total Quarkiy: 3000
B~ Components. Inv. Description: Addtional Info |
¢ S — Fant T
o Form#: 2 3-16 pg Text-10,500 Finish(Triml Size  26x40)
./ Forms: 3 Booklet Envelope-10,! Insert Notes: d Flat Size: 26240
&l Bingery Comments: Celoe! i
- Po Weidht 0.000
=} Create Inventory WP Bunde Oty 0
# Packages. List.. | Mew. | Hum Of Pages i
Finishing ‘ =] | [Hmtsheets il
Drops Verfied =
Special Instructions I Desciption. Ot Locked 1
2 Review Pricing r
% Order Entry n Notes . | Notes.. | Delete Component | Eoo oo | Save | S|
™ M il
= Frocess Descripion Quanity | Y | Quoted Price s Sort Oider | onal
% Infol
LASER SETUP
LASER 81/2¢11 LETTER
LASER #10 0GE
- LASER B+30GE
- LASER 9¢12 0GE
- PRINT LASER LABELS
- LASER PROGRAMMING
- Laser [Classic Mod)
Irkjet
INKJET
INKET & SORT
INKJET, TAB & SORT
INKJET BUYUT
Leah Test
INKJET SETUP
Cheshire/P'Back
Burst/TrimFold
BURSTER/BOWE
FOLD
cut
- Digital
y Bl
€255 myml (299|243 [Alaskalne 100,020 - Copy of Travel Guides Vohme 2 ofszi/2m0| 10500
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For Bound Components, if the printed and mailed piece is bound when you create the bound component, you will
see the bindery processes from all plants and can select the ones for the plant where the component will be
bound.

[ the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS - [Bound Component] _[5]%]
& =lelx|
Dl [2E = wl&®s a gl Print Hadels0n_ | ‘

Estimating I~ Lock Quantty
o Admin
Data Processing
Components. Bssigned to
+ Form#1 Cover Multi Version.3 it | &= Fiocess Name e Proess Name Frocess |20 Cammon
i/ Forms: 2316 pg Text-10,500 1 [Calfomia Cover Com 1 ota Bind Fun
« Forms: 3 Booklet Envelope-10,/ | [ [Afzana Cover Commo| 1 [ister Sewing 02 | [ | Rt | Stiching be] |
& snoery || Colorado Cover Commcl 1 Bindery Buyout 01 Carton Pack. 01 K |5
|_# 316 pa Test Common® 2| Book Trimming
BC: Arizona Book-3,000 |56 |Califomia Booklet Coml 3 Buyaut Hi Speed Shiink wr
BC: Colorado Book-2,500 §_|Arizona Envelope Conl 4 Carton Pack 01
1 Create Inventory |7 Colorado Envelape Cci 5 Carton Pack 02
## Packages Collator - Multipart Form 02
Finishing Delivery Local 01
Drops Encasing 02
Special Instructions Freight 01
3¢ Review Pricing Glue Tria - Smyth CB D2
3 Order Entry Hand affis CD 02
Martii Gatherer - Sewn CB 02
Perfect Bind (B/0 Waste)
Perfect Binding 02
Saddlesitch 01
Saddlesitch 02
Shinkwiap 01
Shirkwiap 02
Skid Pack 02
Truck Freight 01
“ »
€255 myml (299|243 [Alaskalne | 0100.0200 - Copy of Travel Guides Volume 2 [ ofszi/2m0| 10500

Mail Finishing also shows finishing processes from all plants that have been selected on the estimate/job and
process can be selected from any plant.

Mail Estimating ft
B3 File ‘Window RefreshMaster Data Help

%M E Print Mode |5 Off

01) Alaska Incorp - (0100) Mail Plant LS - [Finishing]

Mail Estimating (Print & JIE — =
+ Ouote Header ~1"HAND INSERT TO 63 Process Description Quantiy | =% Badse Quoted Price Pras Sort Order
= Estimating HND NS, SRT Tpc to 623 - 100

HNDINS, SRT 2pes to 6x3 - 100
HNDINS, SRT 3pes to 6x3 - 100
HIND INS, SRT 4pes to 643 - 100
% (=] Bound Camparerts HIND NS, SRT Spes to 643100
o B Puckees HIND NS, SRT Bpos to 643 - 100
e =1 HAND INSERT UP T0 10413
¥ Drops HND NS, SRT 1pcto 812100
o SpmcilInstructions HND INS, SRT Zpos to 812100
: : HND INS, SRT 3pos to 3412 100
v 3% Review Pricing HND INS, SRT 4pos to 3412 100
-3¢ Order Entry HND INS, SRT 5pcs to 9412 100
HND INS, SRT Gpcs To 912100
INSERT SEALMETER SORT #10
INSERT SEALMETER SORT 643
INSERT SEALMETER SORT 3412
INSERT SEALSORT POLYBAG
HANDWORK SET UP -100
HANDWRK BUYOUT [TEMPS] -100
HAND FOLD EACH PC 100
INSERTER SET UP-100
- Materiols
- GonT oAl
- TransportHouse:

Data Processing
= Components
o/ 16 page text-100,000

8257 =vm | 1316 AAA Insumace 01000200 - July Mailer 0 100000 ¢
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Order Entry

The Final Pricing screen, Quote Breakdown Report, and Quote Letter show the information for all plants
participating on the estimate/job. The Mail Work Order, Work Ticket, Print Ticket, and Combined Print and Mail
Ticket show processes from all plants on the job.

Background

= e R A T bob B @ E- - @

Work Ticket Rev# ||||II "Il"ll Job# 2438

Faze ioid

oz o ||

ALASKA Revsion 1
Yes Alaska Inc. Piinted 512172010 4:13:12 PM
13632.99 123 West Main 1stMal 512412010
$21,080.80 Suite T Last Mal 572172010
12345 Watertown, UT 84601 Pert Number
0% Over /0% Under |contact  say Samster OwerDae 5242040
JobQuantity 10,500 Phone#  soisssomas Fax# 501585 1038
‘Sales person CSR Estimaiz
House Account Sue Smith Rob Hales

JooTitle Copy of Travel Guides Volume 2
Joo Detats 4% pg plus cover travel guide

Job Summary

Components

No. Component Name/Version | Order Quantity Component | Flat Size | Finished Item #/Code Leftovers to_/Comment/
Items T Size. InsertNows

1 Cover Multi Version 3000  Printed B %6340
tforms x 2 g, Tup One side, /0, Desklop, Impasition, Impasition, Dylox Proof 01,640 Heidelberg!Fel Tam 01
Caifornia Cover 5000 xrr 8511
Arizons Gover 3000 xf? 85x11
Colorado Cover 2500 xrr 8511
316 pg Text 10500 Printed s5x1 8511
3T0rms x 16 0gs, up Perfect 4/4,-Prefignt Deskiop, Dy Proot 01, Sisten
Booklet Envelope 10500 Printed 4125x85 | 41585

tforms x 2pgs, Tup One side, 10, Prefight, Desktop, Imposition, Dykix Prool 01 ek
Caifornia Bookist 5000 4129595 | 4728508
Arizona Envsiops 3,000 4125x95 | 4125x95

[Page 1af6 | | Zoom Factor: 100% |

Adding Processes from Other Plants

Processes may be added from a different plant to an estimate/job which has only one plant by opening the
estimate/job, making sure that the estimate/job is in the “Review” mode, and clicking Plant(s) for the Quote
located above the tool bar. An example is shown in the screen below where additional plants may be added to
the estimate/job.

Mail Estimating for the Company : (01) Alaska Incorp - (0100) Mail & Print Plant LS

Fle Window Changes Plant(s) for Quote Refresh Master Data Help

D=8 A e | 8@ ¢ ommE ol $ Piint Mods Is Off
NET

¥ Estimating . PlaniFor | Actiiies | Actual Data | | i | P Fidieesis |l j
" e lant lant For ctivilies wctual Data | Invoicing is | Prepayment | Purchasing is (I a Postage
 Review Pricing Code et Quote | Estmeled | Collcted | Processed | isAllocated | inprocess | Plart

9€ Order Entry

1 _[0000_]|CorporaterControl Plant/1 ] 5] 5]
2 [0100  [Mail & Print Plant e & = = ]
3 (0200 |Print Plant e e ] ] = =

€555 mum (09159 1362 |AMAInsunace 01000200 - Sort Order Test 200000 [7/24/2008 | 200,000
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In this screen, click the plant you want to add processes for and Save. You should then be able to see the
processes from that plant and be able to add them to the estimate/job. If you want to remove a plant from an
existing estimate/job, then all of the following conditions must exist:

e All plant related processes have been deleted.

e There is no actual labor data collected against any processes for that plant.

e The job has not been invoiced.

e Prepayment has been un-allocated.

e There cannot be any outside purchasing processes which have open Purchase Orders.

¢ The plant is not the plant that was set as the Postage Plant in the header screen.

Paper Reservation

The Paper Reservation screen displays papers for all plants and allows reservation for all papers.

%, Paper/Material Reservation For Job 2438 _[O]
File
r Reservation Sheeling Infomalion
Lo 1 | Paper Press Sheet Size | PaperSize | Color (Oty Heuu\rec{ |Qty Hequ\rec{ | E’;"g'e Order| Gty Reserved| Inv. Code | Inv. Code j
Form#t-1 Cowver MU Springhil 10pt C1s Cover™ 0100 26140 26440 Whits 3,913 shis 1,253 s ]
Springhill 10pt C1s Cover™ 000 26x40 “White 3913 922
Formntt:2 316 pg 1Simpson Opaque Offset Rolls™ 0100 J5x23 35 “White 5,451 |bs. I
Simpson Opague Offset Rolls™ 0100 S Wwihite 5,451 734
Form#:7 Booklet E Envelopes - Non Window 2440200 9x12 9412 Wihite 10517 shis 146 lbs. 21

o of]

Materials and Outside work

||cun O | Details [ Siee | Fart Wendor | CreatePO | POH | SchedDt | Recvd | Revd@tp | -
1 5,000 Die Cut Bupout 01 California Cover ACME WIDG LI i | O

o of]

Reservation 1 Furchasing 1
Seleo! Inventory Pape for Booklet Envelaps

Color Legend

ltem &: 0] da & [~ - Inventory Paper Dossn' Exist
Irvv. Code: = [~ -Inventory Paper Exists
Description:
[ - Inventory Paper Reserved
Paper:
[ -Inventory NonPaper

Color: Size:
Select

On Hand I On Order:
Commit: [ Avail e

[~ - Inventony NonPaper Reserved

Cancel ||iReserve

This screen example shows reserved papers from both plant 100 and plant 200.
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Purchasing

——

Job Related Purchase Orders must be created from the plant related to the buyout created in the estimate. This
is true whether a Job Related Multi Item or a Job Related Purchase Order is being created. Selecting items
which are not part of the plant the user is logged into results in a message saying the Cost Center is not valid for

the plant you are in, and it will not allow you to order that item.

M. Planned Purchases ;Iglll
Job # F Customer Ac Mo f Job Details
’7|1235 = [ ana J+ State maier ﬁ” Load |
OrdrITaI Desc I Section Formula I Color I Size I Supplier I Crcler # I Glucte # I Gty I o
1 M 0 Springhil 12PT C15 Cover™*0200  Ltah Cover White 28 x40 o o TaGE _I
2 MO0 Springhil 12PT C15 Cover™0200 | Arizona Cowve wihite 26 x40 a o TSEG
3 MO0 | Springhil 12PT C15 Cover™ 0200 Mew Mexico Wihite: 28 x40 o u] 7585
4 |0 O Springhil 12PT C15 Cover™™0200 | California Cot white 28 x40 o o 7342
5 M ¥ Carnival Text™0100 Lttah Text white 23x35 o o 83485
-0 L] (Carnival Text™0100 Arizona Text white 23x35 o o 83485
7 MO0 Carnival Text™ 0100 ey Mexica white 23x35 o o 83485
g M O] Carnival Text™0100 Califarnia Te: white 23x35 o 1] 83485
-
| »
Check &l | Due Dt: l—
; =]
f=dence PD I— | I 0% (non taxable ) Creste PO Line tem | Cancel

If a Job Related Purchase Order is created, and a paper is selected from a different plant, a message appears

stating the item belongs to a different company/plant.

Arizona

Springhill 12PT C15 Cower 0200 [l b
Springhill 12PT 15 Cover™™~0200 Californ...
Carnival Text™ 0100 Utah Text
Carnival Text™0100 Arizona...
Carnival Text™ 0100 lesay b
Carnival Text™~ 0100 Califarn...

POSupport il

This line item belongs ko companyy code
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Scheduled Purchasing

Task List — Special Order Items

If a special order item is tagged in the plant that you are creating PO’s from, it gives you a message to that affect
when you try and create the PO.

47 Material Requirement

-15]
Fik
Tasklit | imentoy | Puchasing |  Shesting | POMonter | Aepots |
Search Criteria
A ™ Direct sql Job# [2438 =
StartDate [ 5212010 = EndDate [ 57212010 = Tt [opyof Travel Guides Volum=2
Selection Type - Key Word Cust Code ’.ALMKA—
eer | = B N lasiatne.
|7 View alFlants T M Jobs |7 Print Jobs I ignore unscheduied tasks ¥ Ignore Mail Components Fet0e O [E2472010
Job# aty oM Details Vendor PONO SchDi__ | Recvd [PODuc| Workilow | |3
= 438 313,00/ shis | Sprnghil 10pt C1s Caver 0100 6 4 Caver bukiVersion T 5/21/20 Rieserved P
= 438 5451.00/bs.|Simpson Opaque Offset Rals™ 0100 |35 316 pg Tent A 5121720 Riaserved 2
438 10517.00Shis. | Envelopes - Non Window 2450200 |92 12 Backlet Envelope A Special Oid P
] 438 500000 Die: Cut Bugout 01 Calfornia Cover |ACHE WIDGETS INC. A Buouts ]

Job No Fm Title: IcopymewelGnm:vnlnmez

CustCode [ALASKA Name: IAhlkﬂlnc.
CSR  [sue Smith Estimator l—m,,“ﬂ,ﬂ Planner ,—
Press.

- N e
4 records loaded
e e ) )

The Envelopes- Non Window 24# paper listed below was selected for a different plant on the job. If you try to
order this paper, you receive the following message:

InventoryMaterialReq il

This selected row (1) belongs to a different plant. You cannot create the PO,

Under the Inventory tab, the inventory papers are filtered to only show the inventory papers for the plant that
you are in.

Plant 100 only shows the inventory papers for plant 100.
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A7 Material Requirement (8] x]
File
Task List Puchssing |  Shestng |  POMontor | Repots |
vTyee [PaperSheets | = = | ey I
=l
ttem = Color
Type hd I I ﬂ Load
I | |
Category 5 Prod Cd 3‘ Weight I Size X I

Sub Category =

(W 5= | 51212010 j | 61202010 =l [¥ Negative Aval [~ inciOnOrder | Below Min @ty I Exolzero Oty
Reserve Due Dt | |
Clear al
7 0 ono Z b -
1151 B0-2025-1151-| Camival Cover™ 100 whie 20 26 100 EE) ] UNISOURC Urisource Paper
] 540[540 | Camival Cover™ 00 white 26+ 40 617 2617 UNISOLRC Urisource Paper
5 754| 15 10 P, Cof s Cover 0ot Generic™ 0100 Whie 192 25 EE] ]
5 801 Enamel Gloss | Enamel Glass Bock 708" 0100 WHITE 23+ 35 EET 2524|1738 45782 UNISOLRC Urisoutce Paper ©
|5 | 875|Camival Cover| Camival Cover™ 100 while 20+ 26 1868 71888 UNISOLRC Urisoutce Faper ©
|5 | 522(Spinghill 10t |Springhil 10pt C1 Cover 0100 Whie 26 » 40 29265 68326 33061

o |

Total Commit

Total Used

[ [Job# | Customer | JobMame |Required| Alocated | Issued | POMNo [C | Task completed

™ Include Inactive Resv

Existing Open PO

DueDate | PONo | Vendor | OrdQty | RecdQty

| ]
Preiew Piint Sort By, & o  ed Color items that are Inactive for. 180 Days l Search I [ Create PO ]
™ Show All dobs in Feservation list |

If you change to plant 200, you see it only shows the inventory papers from plant 200.

Data Collection

ShopFloor — The Cost Centers displayed are filtered by plant so work can only be done in each plant for the
cost centers that appear on the job for that plant.

EWorksaion:prm - {01) Alaska Incorp - (0100) Mail & Print Plant

Q|&|E 3| = |0 sl

‘ Select the Cost Center you're working in

10 CLR SANDEN 28/22/17"
240 HEIDELBERG

640 HEIDELBERG
COLOR KING

CUTTER (PRESS)
DIDDE 6

FOLDER

INDIGO

ITEK

MBO FOLDER (PRESS)
NILPETER FA4 10 CLR
SUBURBAN

N [=

Started Shift on 422/2010 @ 18:01 512412010 09:31

Ho Started Activity

b

Employee
Jacksan, Bill Shift:1

j@|e [ocoof> [w[s[]

Scanner

°| -]
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The Timesheet Job Activities are filtered to only show activities within the plant selected.

75 TimeSheet Data Entry 01 Alaska Incorp 0100 Mail & Pri Final Invoiced Jobs Open For Labol _ ol x|
Setup  View Options  Help

Employee Code| [ faohn Jones & | Enei";'ehsetasfl“ rhan—aivgfl:adata

work Date From | 7 /112008 <[ Friday 1ol 72oa | Sauwday  TotalHows: and employee selected

Transactions are loaded for piocessing conectly
ol s fuml ] e [ o [l e [ s | e [P ]ty [ [ e [ Memve o pae |'tm £

1 123 Normal ~ o
=] = 5
] = =
2] = E
L5 ] = =
N = =

7 ~ o
] = 5
N = =
[0 ] = E
(1] = =
[12 ] = F
|13 ] =l C
Ll = C
R . = _

18 ~ = 2
“Ta lonk-up.Jobit Actiity Code Shit Undo Done. Close
use plus-minus keys. = = =

o
X

Activity Code Activity Descr
75011 Saddle Stitch Fun
7amn Carton Pack
5B015 MBO FOLDER RUM
43010 OUTPUT FILM
420 DL PROOF

Billing Worksheet
The Billing Worksheet shows the costs for both plants by default.

Ele Qptions _Help

Job Costing X W 4 1ok > M o= \%&@EUUUZ 1| # Toas2  100% 520f 62

£ BWS_MAIN_MI

Juob Cost Reports

Billing Worksheet New Biling Worksheet ormes suan swew JOb #2437 Page 40f6

Job Report By Activity

ALASKA Alaska Inc.
CustPO No 12345 Cmp 01 Flent 0100; Cmp 01 Plant 0200 Travel Guides Volume 248 pg plus cover bavel guide. Job's QTY - 10500

[[ewtene Jcusamers | imoke s Jlastimoae | sovesaesperon | EEy— [reseat]ren |
(353095 | ALASKA [notinvoiced [ [ House Account =0 [Ho Jves]

8

Estimate vs Actual Cost Center S Estman S Ackal] S Dferemce | Labor Center SEstman SAckal| §OMemms| Est b | Act b

\’é\,'.

DF Buyouts DF/fFrep Labor 111788 A17.8 1847

Laser Buyouts print 7.704.18 Troais| sz
7 Frint Buyouts 8 31250 | Labor Wi
Job Due Date Bindery Buyouts Laser
Maiing Buyo uts Laminatng
F Srip Buyouts Shrinkrapoing
RS Burster
Machine Sheet Transaction TotalBuyouts. 31250 -312.50 | Bowe
— Cuter Er s 108
g‘% DP MstVPrep Matl 10200 10300 | Folder
¥ Emveppes Trasker
Production Counts Paper 2smT 21| a8t | inkdet a0 mm| a7
LaserMatt Chestire
Sindery Matl 210082 2,10852 | PiaayBack
Maiing Mat! Inserer
Run Speed By Activity Code ‘Ship Mat1 RELE) 11124 | Stretch nseder T48.15 -T4B15 933
Click Mat1Charges Foly Insert
R Handwork

TotalRaw Materisls 632078 25180 508858 | Sortng
[ ——— Waterseal

Job Cost Summary Repart

= Fraignt Stmoina
B Postase Postage Prep
-] ‘Shipping Rollem Score/Perf
Machine Produs Casemaker
Warehouse

4338 B

Shipping laber

‘Weekly Flash Report

Materal Gost Lavor Cost

6,633.28 25130/ 1021887 000 1021887
Niaterial Sall 768493 31475 1,061.66 | Labor Sel 13,295.87 000 347688
Wt HiEEE %25.00 Wartip %3108 %0.00

‘WP, Spoilage and Material

Labor Fiepots

Master File Repoils Kl

I Frojected PAL -Based an Quoied Price & Actual Cost I | Aciual PAL -Based on Actual Cost & Invaice |
| Actual [ Totals | Vaniance] Labor | Wateral | Markup | | Actual Totals | Labor | Material |
[FotaiCosts | szs180] x| 000  25180] I |TotaICostsbefore AL | $251.80 0.00] 251.80|
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The costs can be filtered to only show the costs based on the plant you are in by clearing the Run For All
Companies in System check box under the BWS selections screen.
151 Job Costing Reports for (01) Alaska Incorp - Plant Code: 0100 Mail & Print Plant _[8]x]
Ele Options  Help
Job Costing ] Billing Work Sheet

Job Cost Reports
-~
Billing Worksheet New Bd 2438

=

Job Repart By Activity

8
Estimate vs Actual

Job Due Date
Machine Sheet Transaction

7

Production Counts

Run Speed By Activity Code

I~ Use Markup For Actual I~ Punt Estimate Details ™ Use Labor Rate for &ctual Cost
Use Invertory Piice for Actual Cost [ Print Notes
(N Ul A (A [ Calculae Actual Labor Cost based on Activy Houly Rate Dy
Job Cost Summary Report 1% Nolify about Misssing PO I Pint.Jobs in Humeric Order (regarcsless shif diferenfial

™ Piint Postage Transactions repoit
™ Project BWS: include total page

. = Include zero cost actual activities N

Machine Producti I~ Piint Overview

Weekly Flash Report I~ Fun For Al Companies in Syslent

E ™ Check on BWS linkage I~ Include Freight Billed Amaunt
-]

/1P, Spolage and Material B
rint Preview Cancel
Chrpipas RN BT |
Master File Repoils

The following example shows what it looks like when unchecked costs are based only on the plant the user is
logged into.

Repoits for (01) Alaska Incorp - Plant Code: 0100
Ele Options  Help

Print Plant - [Billing Work Sheet] JSTES

Job Costing X W 4 o3 » ¥ o= & & = iz = & Toas  d00% 260! 26

[= BWS_MAIN_MI

Job Cost Reports

Billing Worksheet New Biling Worksheet sreee suma swew JOb #2437 Page 1073

Job Report By Activity

ALASKA Alaska Inc
071" CustPO No 12345 Travel Guides Volume 248 pg plus cover travel guide. Job's QTY - 10500

(== e |

(353099 | ALASKA [notinvoiced | [ House Account = [wo Jves|

e \ Py Feealer |

g
Estimate s Actual

Cost Cemer 3 cemam S Ackal] s Dmeremcs | Lator Cemer s Esumam SAcwm| 3oOmemms| Estrm | Ao

- 0P Buyouts DP/PrD Labor Li17es 1817
3% Laser Buyouts Pt 77018 P
Print Buyouts 3 31250 | Laborwip

s
Job Due Date Sindery Buyouts

Shrinkw rapping

RS Burstar
Machine Sheet Transaction ToulBuouts 3122 31220 | Boue
S —— Cutter Ery w2@| 10
E‘a DF MatUPrepMatl 10300 40300 | Folder
[ Envabpes Tracker
[T Paser 371 2080|7451 | ket am500 wrmo| am
Laserman Chesnire
Bindery Matl 210582 -2,108.82 | PisavBack
Miing Matl nserer
Run Speed By Activity Code ‘Ship Matl 124 -111.24 | Swetch inserner T48.15 -T46.15 8.3
ik MatiCharges Poy hssrt
————— | Handw ork
TotalRaw Materiss 507 28| 80838 | Sortma
Job Cost Summary Report R Waterseal
— Fraight Stamoina
g Postsge Fostzge Frep
| Shipping Rollem Score/Perf
Machine Producti Casemaker
Warshouse

‘Shipging laber

1238

Weekly Flash Repart

EEES

Materal Cost 6,623.28 251.80] Lasor Cost 1021887 000 1021887
Niaterial Sell 7,684.93 314.75|  1,091.66 | Labor el 13,395.87 000 | 317689

Wi 1680 520,00 s %3108 50.00

WIF, Spalage and Material
Labor Fieparts
Master Filz Reports “

‘ Projected P&L - Based on Quoted Price & Achal Cost ‘ | Actual PAL -Based on Aciual Cost & Invaice ‘
[TAetwal | Tolaks [Varianod  Labor | Waterial |  Markup | | Actual Totals | Labor | Materil |
[Fotal Costs | §25180] * | 0.00 | 25180 I | Total Costs before AL | $251.80 | 0.0 251.80]
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Inventory

Receiving follows PO rules since PO’s can only be created for items within a plant that are participating on a job.
Receiving is restricted to only be able to receive items that were ordered from that plant.

Regular Issues are filtered to only show materials that belong to the plant the user is logged into.

Inventory for This Job

i Showcomponen[& &l Reserved ltems

|tern # | Diezcription | Size | Calor | Comitte. .. | On Hand | Awailable | Meeded Far

= 554 Springhill 12PT C15 Cover™ 0200 wehite 28140 oo 0 Utah Caver

= 554 Springhill 12PT C15 Cover™ 0200 wehite 28140 oo 0 Arzaona Cover
= 554 Springhill 12PT C15 Cover™ 0200 wehite 28140 oo 0 Mew Mexica Co.
= 554 Springhill 12PT C15 Cover™ 0200 wehite 28140 oo 0 Calfarmia Cover

‘ | &

] LCancel |

MR Scheduler

The scheduler has the ability to Filter by Plant or show all plants. The filter should be set to All Companies and
Plants for jobs that have multiple plants participation.

and Plants

Menu Bar Selected @ Alaska Incarp, 0200 Prink Plank
Alaska Incorp, 0000 CorporatefControl Plant
v Alaska Incorp, 0100 Mail Print Plant

The Schedule then shows the Cost Centers from all plants used with the job and schedules each Cost Center
accordingly.

PrinlS(ream Active Scheduling, starting 7/1/2008 and ending 7/1372009 - [ All Companies and Plants ] - (O il

Fle Company { Plant Fitering JobStatus Tools LUkiities Window Messages Warshouse

OEsI B E 4 2 2] B |

.1236 Str il 1236 for AAA Insurnace - 4 State mailer : Updating Scheduled Job Routing

Uah{ 5/16/2008 J.25000 Ereview Scheduls | Schecule Committed | Scheduls Tertative | Use GG Max | €6 Overload Ok | Op Overload Ok | Use Lead if Asst not Aval | Select Resources
Avizonal B/18/2008 1 25000 Schedue Using [Stor Date | oete[grocose <] Shift [oay & [Ruule Details l[ Wiork Order ] Change Order ][ Notes “ Size Columns I
Mew Mexico[ 6/20/2008 |:25
Calffarnial 6232008 J:25000 | Quoted Delivery 7/282008  Scheduled Completion:7/28/2008 ‘ | Default Schedulsing Schema H Prirt Grid ]
Hours | cty. Step Description Cost Certer Start Encl Resrc | Lesd | asst | +]
010 |4 New Mexico Cover : Scan Images 02 220:Scanning [01-0200] Vet T//2006 | wied 7/5/2008 [1
o0z |4 Mew Mexico Cover : Scan Text 02 220:Seanning [01-0200] Ve TII2006 | Wed 7/8/2008 [1 L
0010 |4 California Caver : Scan Images 02 220:Seanning [01-0200] Wed T/V2008 | Wed 7/9/2008 [1
02 |4 California Cover : Scan Text 02 220:Seanning [01-0200] Werd 72008 | Wed 792008 [1
oos 1 Lkah Tesd : Dylux Froot 01 4:PROCFING (01-0100] Ve TII2006 | Wed 7/8/2008 [1
004 Ltah Texdt : Outaut Film 0 +ELEC. PREPRESS [01-0100] Ve TIV2006 | Wied 7/9/2008 [1
0g |1 Ltah Texd : Output Film 01 +ELEC. PREPRESS [01-0100] Wed T/V2008 | Wed 7/9/2008 [1
o6 1 Arizona Test : Dylux Proat 01 4:PROOFING [01-0100] Vet T//2006 | vied 7/5/2008 [1
oood 1 Arizona Test | Output Film 01 4:ELEC. PREPRESS [01-0100] Ve TII2006 | Wied 782008 [1
R o T et Bl 11 mrEr oRmmERS 11 A et Tnn Turen 7m0 1 ’LI
4 »
< I B [ Convert to Tentative ] l Set Joh Complete ] [ Lnschedule Routing ]
Inciude:

[~ Prefress [ Finishing | Reload Estimate ‘Reluad Sehedule ‘ Clear Dates ‘ Undo ‘ Redo ‘C\Ear Grid I Remove Alresdy Scheduled ‘ Combine Identical Activiies _
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Postage

Capturing postage usage and processing of postage statements needs to occur in the plant designated during
the original job creation as the postage plant. In this example, postage is managed by plant 0100.

Flants:

11:0000-Carparate/Cantro

Poztage Flant:
11:0000-Carpaorate/Contral Pl
071:0100-K &l & Print Plant
01:0200-Print Flant

The postage receipt allocation program can be used for moving account or suspense money from one plant to
another.

‘:{E Allocate Postage Receipts

Dmmmind Todml FAS AN AN |

o= o Iy Allocate Postage Allocation #
Date: | 5/4/20
Transfer Date: I E r23/2008 v|
Logd Plarts to Transfer Company | Plant Total Tatal Aot o P
Code Code E armarked |Ihallocated Applied PR Smaur |
1 0100 5,000.00 5,000.00 5.000.00
datir HI 0000 0.00 0.00 0.00
13 |m 0200 0.oo n.on 0.00
4 |Balance 5.000.00 5.000.00

4 | LlJ
Cloge | 0K

Invoicing

Sales and expense accounts for all plants participating on the job pull through on the invoice for the job. If offset
accounts are being used, they also pull through during this invoicing process.

01-20-10-60010005 DP expenze F7a.00
01-20-10-40010005 DP revenue F170.00
01-25-02-4000 Revenue -Composition Fa0.00
01-01-01-2200 zales tax payable F16.50
01-99-99-1040 AR Cortral ¥341 .50
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Sales Tax

Overview

This section should be used as a supplement to the AR Invoicing Document.

There are 4 options for calculating and reporting sales tax in PrintStream. They are listed from most simple to
most complex. The decision of which method to use should be based on individual customer need.

With each method, the application of sales tax begins with a check of the Customer Master File. If the customer
is defined as a taxable customer, the program then looks to see if the activity code is defined as taxable or non-
taxable. This allows for sales tax to be charged at the line item level. A job may contain all taxable processes, no
taxable processes, or a combination of both.

Option 1 — Allocate Sales Tax by Customer Defined Rate

Setup
1. Define multiple sales tax codes via Customer Master File>Modules>Sales Tax Codes.

2. The code is a maximum 2 digit alpha numeric field. Establish a tax code for every jurisdiction you have
nexus in and need to report on.

Code Rate | District | Freight | Applied
a0 0.0000 | non taxable . I Lines
& B.0000 | State tax . I Lines
o7 F.0000 | county taw I Irv Lines
10 10,0000 |5alk Lake County 21 Irv Lines
i 00285 |“Wazatch County 21 I Header
aa 32600 |MewJerzey I Irv Lines

93 0.0000 | freight non taxable & Irv Lines
93 F.0000 freight taxable I Irv Lines
fatil 00000 |Sanpete County Irv Lines
H 72800 Haveaii . I Lines
hih R.0000 | Kane County I Irv Lines

3. As part of the Customer Master File set up, a default tax code should be selected as in the example
below. For additional details on setting up the Customer Master File, please refer to the Master File
Customer document. This default should represent the tax code that applies to the customer.

Account Mo:|mailers Aubo I ame: |Mailel$ Companion
Addiess:  |12155 South 400 East Eamlizah:

Phane:
Zip: 84070 Fax
City: SANDY Monthly sale: $0.00
Coumty : SALT LAKE Aot Status: |E - 30 day Account j
State: uTt = - Payrnant D aps; 20 Since:

: 304 bt

Salesrep:  |Houze Account Jhd Vs | s payment tems
CShR: Housze Account Jhd Remnarks: |
M anager: | > Tax Code: |1U 10% Sal Lake County ﬂ
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4. Confirm Activity Code set-up.
Master File Reports>System Maintenance>Mark Activities Taxable

Within this program, you have the ability to define which activities or processes should have sales tax
assessed. This set-up is typically completed as part of your Accounting Check List.

Activity Code | Description | Taxable =
22 34031 SELECTION —
23 34032 GEMDERIZE ~
24 34033 MERGE/PURGE I~ ]
25 34034 A/B SPLIT —
26 34035 KEYCODE —
27 34036 ADDRESS STANDARDIZATICL
28 34037 SORT RECORDS I
29 34033 BARCODE QUALIFY I
30 34067 COUNTS REPORT —
kil 34062 FRINT TR&Y/SACK TAGS ¥
32 34090 DP-MAINTEMANCE I~
33 34091 DP-REPAIRS I
34 36000 &4 Dutput —
35 36011 OUTPUT TO CHESHIRE LAREE
36 3602 OUTPUT TO EKTAJET [
37 36013 OUTPUT TO PIGGYBACK. LAEE
38 36014 OUTPUT TO TAPE/DISKETTIE
3 3605 OUTPUT TO GALLEY —
40 36016 OUTPUT TO LASER TAPE/DI¥
41 36030 DF OUTPUT-MAIMTENANCE £
42 36031 DF OUTPUT-REFAIRS . -
Mark &l | Ciose |

Accounts Receivable Invoicing

For detailed instructions on generating an AR Invoice, please refer to the Accounts Receivable section of the
documentation.

When an invoice is created for a customer, all tax related processes assess a tax percentage. This is derived
from the tax code defined within the Customer Master File program.

In the following screen, you will see invoice lines where the customer defined has a 10% tax rate. Tax is being
assessed on those lines that relate to an activity code defined as taxable.

Lines ]Elalance Postage ] Bill TarShip Ta ] Miscelaneous ] Dummy Invaoice ] ‘fF Deposits ] Motes ] Allocations ] Presvies ] Job ]
SL: Jok# Gy Services Setup Cr:;:g Rate per A;?ié’l:ﬂ Suktatal C-La;e Tax %% ‘ Tax Amt
10M8 0.000 Sales Tax Allocation 000 000 0.0000 Extended L | 0.00 0.00 1} 0.00
1 1018 20000000 OE 0.00° 000 10522368 Mone x| 10522385 105224 T 10 10522
1 1018 20000000 Letter 0.00° 000 24250595 Mone v | 24250585 MIA0E T 10 24251
1 1018 1.000 Conwert DiskMis E-Mail 0000 000 50,0000 @ Each - 50.00 50.00°00 a 0.00
CR BBS |
=1 1018 1.000 Convert Magnetic Tape 0.000 0000 500000 @ Each | 50.00 50.00:00 a 0.00
1 1018 20000000 MergePurge 0.00° 75,00 3.0000 M Per 1000 | 9.00 180.00 00 a 0.00
L1 1018 20000000 Produce Courts Report 0.00° 50.000  10.0000 M Per 1000 | 10.00 200.00 00 a 0.00
1 1018 20000000 Gendetize Records 0.00 7500 10.0000 M Per 1000 = | 10.00 200.00 00 a 0.00
] 1018 20000000 Creste Ektsjet Tape 0.00° 50.00 4.0000 M Per 1000 | 4.00 80.00 00 a 0.00
1 1018 1.000 Laszer Set up 000 000 500000 @ Each | 50.00 50.00 00 a 0.00
1 1018 20000000 Lazer Print Letter 000 000 137.5000 M Per 1000 v | 13750  2750.00.00 a 0.00
1 1018 20000000 Fold Letter In Thirds 0.00° 000 5.0000 M Per 1000 | 6.00 120.00°00 a 0.00
1 1018 20000000 Insert 3 Pc, Meter & 000 000 47.2500 M Per 1000 | 4725 945.00 00 a 0.00
1 1018 1.000 Deliver to Post Office . 000 5000° 500000 @ Each - 50.00 50,0000 0 0.00
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When the invoice is printed, sales tax appears in the sales tax column and is summarized in the footer section of
the invoice.

Quanoy Descripran Semip Min UmrcPrce UM Sub Tom Tax Toral

Saks Tar Albcation

20000 OE 1052.237 10522 5z 115745
20000 Leter 2423060 242505 2z e
I CowertDEEARE-MallOR BES S0.000 ea 000 000
I Cowvert Magetie Taps 50.000 ea 000 000
20000 Me e P rge 1500 9.000 /m 19000 190,00
20000 Prodece Connts Report 000 10.000 /m 20000 20000
20000 Gewderze Reconls 7500 10.000 /m 200 200
20000 Creak EktletTape S0.00 L.000 /m 2000 000
I LaserSetap S0.000 ea 000 000
20000 LaserPrntletter 137.500 /m 273000 27300
20000 FoklLete rie Thin: 5.000 /m 12000 120,00
20000 lezerts Po, Meter&Sont 47230 i S0 500
I Delwer o Postoiice 5000 5000 5000

TERMS:PLEASE NOTE QUR TERM S ARE NET 30 DAYS FROM DATE QF INVQICE .

Sub To@! $5,152.20
Sales Tax F247 .72
TOTAL DUE £8,500.03

Reporting
Sales tax reporting is available from AR Reporter>Month End Reports>Sales Tax.

This report can be generated by period or for a range of periods. You can choose to include all sales tax codes
or print each one individually.

This report prints outthe sales tax for selected period.

Select Period
Pericd: [+~ To |3 -]
Year: |z2007

Select Tax Code
@ Al
Qocode:[ = |

Show detail lines

Freview | Erint Close |
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Printedom 1 208 TAM
Sales Tax Report fontedon 20 0280na

For SHELLY
DescAption | Show detall ine s or Year 2007 Pesdod: ! To 3
Forktem 2. AN Tax Codes
Codg fear Parlod nyoles FCusbmers  Customer Hams Het Lings amt  Net nwolee 2mt Tazami
a0 2007 1 6 111 A com pary 15000 15000 o
a0 2007 1 685 1231 Flowen R'Us [id] (] 00
oo 2007 2 w2123 Moy ka's Com pary 7100 Ti0m 0m
oo 2007 2 5 KIDSING KIDZ, g 135860 1,355 60 0m
oo 2007 2 BT KIDSING KIDS, e 1933528 19355 58 0m
oo 2007 2 B8 KIDSING KIDS, lie 1933558 193558 om
oo 2007 2 ) A com pary 43000 4350 00 om
a0 2007 2 1w Black A1ges Doggk Day Care 100,00 10000 00
a0 2007 2 701 Black A1ges Doggk Day Care -100.00 10000 00
a0 2007 3 110 Black A1gus Doggk Day Care 339000 330000 00
oo 2007 3 T2 Black Avgn: Dogak Day Care -3,32000 -3,390.00 om
oo 2007 3 T Black Avgns Dogak Day Care 233 235654 52 om
oo 2007 3 715 lce Breakers a00m S0m 0m
sub Totl for Tax Code @ 00 non taxable £39,615.28 E9,6135.28 0.00
o7 2007 2 703 west Wezgn Nit 113081772 1S 72 0m
Sub Tokl ®or Tax Cods @ 07 courtytax 1,150,817 72 1,1350,817.72 0.00
T 2007 3 705 faki Saks Tar Casbmer 13,15200 135%00 B
Sub Tohl or Tax Cods @ T Taxable 13,152.00 13,386.00 434.00
arand Total: 1,233,585.00 1.224,019.00 434.00

Option 2 — Allocate Sales Tax by Zone

This method calculates sales tax using the same sales tax code set-up described under method 1. What is
different with this method is that you are able to spread the sales tax across multiple “zones” or destination
points. The percentages applied to each zone are maintained manually.

Set-up

1. Activate the following setting from Master File Reports>System Defaults>Posting to GL\Posting Labor to
the WIP. This step requires the assistance of your EFI PrintStream Accounting Support contact.

W Allocate Revenue Taxes by Zone

2. Define multiple sales tax codes via Customer Master File>Modules>Sales Tax Codes.

The code is a maximum 2 digit alpha numeric field. Establish a tax code for every jurisdiction you have
nexus in and need to report on.

Code | Rate | Dhigtrict | Freightl Applied
1] 0.0000 non taxable = Iy Lines
| 78750 Leah I=] Inw Lines
nz 0.8500 Fed District = I Lines
03 1.5000 Small tax =] Inw Lines
a7 0000 county tax =] Irw Lines
ng 10,000 kM Freight I Inw Lines
Ir 0.0255 dzak) I Irw Header
93 0.0000 freight non taxable & Inw Lines
99 T.0000 freight taxable I Inw Lines
AR 05000 &8 I=] Inw Lines
FT E.5000 FT = I Lines
hh 50000 zuel =] Inw Lines
ML 05000 kL =] Inw Lines
T 8.2500 Texaz = Iy Lines

For existing customers with pre-defined rates and codes already associated with customers, no
changes are required. The program simply reads from your existing code for sales tax calculation.
This applies to both the sales tax code set-up as well as the Customer Master File.
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4. As part of the Customer Master File set up, a default tax code should be selected as in the example
below. For additional details on setting up the Customer Master File, please refer to that section of the
documentation. This default should represent the tax code that applies to this customer.

Account ND:WM M arme: I."-‘«BI: Compary
Address:  |5595E. 3005, Contact:
Phare:
Zip: ESSC Fai:
City: SLC Monthly sale: |$U.UU
County : Acct Status IB - 30 day Account 7
Stater  UT Usa = Payment Days{30  Since: [172/2003
Salesien: | Michelle = Terms: 30 days payment termis
CSE: = Remarls:
tanager: : Taw Code: IFT BREFT é’l

5. Confirm Activity Code set-up.
Master File Reports>System Maintenance>Mark Activities Taxable

Within this program, you have the ability to define which activities or processes should have sales tax
assessed. This set-up is typically completed as part of your Accounting Check List.

&2 Mark Activities as Taxable X

Activity Code | Deszcription | Taxable -

5 30010 DP SET UP I _I

7 30095 DP ABSEMCE ]

g 30098 DP ADMIMAOTHER ]

9 30099 DP MO wWOREK I

10 31005 PURCHASE LIST ]

11 32005 DATA ENTRY [Bugout] *

12 32011 DATA ENTRY - KEYING |

13 24005 PROGRAMMING (B uyout) |

14 24006 DIGITIZE SIGNATURE |

15 34011 PROGRAMMING ]

16 34021 | COMYERT DISE ]

17 34022 COMYERT MaAG TAPE ]

18 34021 SELECTION I

19 34032 GEMDERIZE I

20 34033 MERGE /PURGE _

1 34034 A/ SPLIT I

22 234035 KEYCODE 1]

23 34036 ADDRESS STAMDARDIZATIC &

24 34037 SORT RECORDS 1]

25 34038 BARCODE QUALIFY |

26 34029 PROGRAMMING [E0 minute]  C1 -

b ark Al | Save | LCancel |
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Accounts Receivable Invoicing

Process jobs and AR Invoices as you would normally. For detailed instructions on use of the AR Module and
invoice generation, please refer to the Accounts Receivable section of the documentation.

1. Generate the invoice.
2. From the Lines tab, right-click and select Allocate Taxes by Zone.

Selecting this option opens a grid where you can fill in the number of pieces shipped or mailed to each
“Zone” you have previously defined.

Lines | @ Balance Postage | Bill To/Ship To I Mizcellaneous | Dumimy Invaice | $ Deposits I @ Motes | Allocationsl Preview: | Jok I

! 10000 Pieces Per Invaoice i ende | 0.0a 0.00 i
[ i} 0.000 1o baxable fer 1w | 17.00 170.00 00 u]
m TA75  Lesh Per 1w | 3.00 3000 FT 5.5
02 0850  Red District er 1.7 | 1.00 10.00 FT 6.5
03 1.500 | Small tax 50.00 S0.00 FT
5000 iF 7000 county tas
] 10,000 MM Freight
i 0026 dsakj
93 0000 freight non taxable
93 7.000  freight takable
AR 0500 AR
FT gAO00  FT
hh 5000 suel
ML 0500 ML
T 8.260 Tewas
000 oo 0.000%  [Mon Taxahle |
10000 Total Pieces
Entered
Claze | Save |

3. Begin by entering the number of Pieces Per Invoice and then the number for each zone.

In the lower section of the form, you will see the total compared to the number entered being
recalculated with each entry. For remaining pieces not assigned to any code, the assumption is that
they have been shipped or mailed to a state where you are not required to collect sales tax, therefore
carry through as non-taxable.

4. Click Save to return to the Lines tab of the invoice where you will see the line item tax has been
removed and replaced by 2 (number of destination points) new lines on the invoice that relate directly to
the tax that should be assessed based on the destination point defined in the grid.

Lines | @ Balance Postage | Bill To/Ship To I Miscellaneousl Durmnimey Invoicel $ Depos’rtsl @ Notesl Allocationsl Previewy | Joh |

(irpo Jok ity Hit Key Services Setup Ch:‘r;es Rate pEr A;?i;nﬂ Subtotal |Ta>< Cocle T;x T Aumt
= 1494 0.000 Copy of test 000 000 0.0000 Extende v | 0.00 0.00 [ 0.00
= 1434 10000000 Barcode Gualifty 5250 6500 3.0000 M Per 1 ¥ | 825 82,50 00 0 000
= 1434 10000000 Merge/Purge 000 7500 17.0000 MPer 1 ¥ | 1700 170.00 00 0 0.00
= 148410000000 Sort Records 000 000 3.0000 MPerd x| 3.00 3000 FT 0 0.00
= 1434 Purchiass List 000 000 1.0000 MPerd ¥ 1.00 10.00 FT 0 0.00
= 1494 1.000 Inkjet Set Up 5000  0.00 0.0000 @ Eact x| 50,00 50,00 FT 0 000
= 1484 5000.000 Sales Tax - 000 000 00000 Mone | 0.00 0.00 07 7 315
county tax =
= 1484 5000.000 Mor-Taxakle 0.00 000 _0.0000 hone =] 0.00 0.00 00 0 0.00
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Sales tax assessed now displays on the invoice as a separate line item rather than as part of the tax column. It
also displays as in other methods in the subtotal section of the invoice.

Salesrep Michelle
Quzntity Deseription Setup i Unit Price LU Sub Total Tax Total
Copy oTtest
10000 Barcode @ nvalhy 2.0 gm anoo sm 2250 2250
10000 Me rge P ange sm 17.000 #m 17om 17om
10000 SortRecords Jooo m onm - om
10000 Parchase List 1000 #m om - 1om
1 hkletSet Up m .ooo0 ea {am ¢ sm
Sdes Tax
5000 Saks Tar -conniy tax ais ais
TERMS: PLEASE NOTE QUR TERMS ARE NET 30 DAYS FROMOA TE OF INVOICE. Sub Tota! $342 50
ANirroices gre duwe within the temr = specified. Any invoices not paid within the term =
o wed will be swhfect Tales Tox
to 3 12% arnua! franoe charge. F31a

Line items defined as taxable are added up to arrive at a total taxable revenue figure. This figure is then divided
by the total quantity to arrive at a per piece rate. This rate is then used to apply the corresponding tax allocation
amount to arrive at the sales tax figure.

The calculation used to arrive at the appropriate sales tax rate percentage is:

Total number of pieces on the invoice, based on the quantity entered in the allocation screen, divided by the
number of pieces associated with the taxable Zone. This percentage rate is then multiplied against the value of
the taxed subtotal lines. In the example above, there were 3 lines on this invoice that were taxable.

14594 10000.000 Sort Recards 0.0a 0.00° 3.0000 kM Per 1 | 3.00 30.00
14594 10000.000 Purchaze List 0.00 0.00° 1.0000 h Per 1 = 1.00 10.00
14594 1.000 Inkjet Set L S0.00 0,00 0.0000 @@ Eact = 50.00 20.00

The subtotal for these 2 lines combined is $90.00. This is the net revenue, taxable amount.

In this same example there was a total of 10,000 pieces. 5,000 pieces were mailed to a Zone where a 7% tax is
charged.

The formula is:

10,000 pieces/5,000 pieces sent to taxable Zone = 50%
Total revenue of $90.00 x 50% = $45.00
Taxable revenue of $45.00 x 7% tax rate for the Zone = $3.15.
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Reporting
Sales tax reporting is available from AR Reporter>Month End Reports>Sales Tax.

This report can be generated by period or for a range of periods. You can choose to include all sales tax codes
or print each one individually.

This repart prints out the sales tax for selected period.

—Select Period

Period: {10 ~| To {10 |
Year: |2|:||:|a

—Select Tax Code
& Al
O Code :| :ll| |

Show detail lines

P rewies | Brint Close |
Fitnted B i 1) 7 A53enS

Sales Tax Report Comeeen s
Descrighion o Fhow oe &0 dves far Year 2008 Perdoo 40 To.90
Foritem ® 0 AN Ta x Codes
Code ‘ear Period Irwcice ¥Custormer 8 Custorner Name Het Lines &t Net Irvoice Amt Taxhmt
oo 2002 10 1n23 4 ACMEW IDGETS som som om
oo 200% i0 1122 0200 ABRC Compary =m SEs om
Sub Total for Taw Code: 00 nion taxzble 545.00 545.65 0.00
oo 2008 10 1123 0200 AEC Company 2323 565 om
Sub Total for Tax Code : 00 non taxeble 26250 24565 0.00
o1 200% i0 11243 LEAH Leak's Accont 2o l=Ex] %52
o1 2008 10 1120 LEAH Leah's Accont 139013 143960 1.4
o1 2002 10 11252 LEAH Leak's Accont 1anm 1378 TBI5
Sub Total for Tax Code @ 04 Lezh 2,714.14 292788 212.74
ar 200% i0 1122 0200 ABRC Compary =m SEs AL
Sub Total for Tax Code : 07 courty tax 45.00 34565 3.15
og 2008 10 1254 PSMITH R¥LANDER CO . amm 0m om
oz 2002 10 2% LU KA SIK LUCKY COmp 22m x22m om
Sub Total for Tax Code : 02 MM Fraight S42.00 26,792.00 0.00
FT* 2008 10 112%  ozoo ABC Company «aom TS om
Sub Total for Tas Code @ FT* FT a0.00 34565 0.00
Grard Total : 41228 64 2160248 21e.29
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Sales Tax by Zone — Exclude Freight Lines

Users have the option to exclude the value of freight lines from the calculation used in the Sales Tax by Zone
method. This requires assistance of your EFI PrintStream Accounting Support contact.

After the setting has been activated, the remaining setup is identical to the Sales Tax by Zone option.

= =

v AR Exclude Freight Costfrom tax calculation fwhen calculating taxes by ZIP Code)

Accounts Receivable Invoicing
Process jobs and AR Invoices as you would normally.

For detailed instructions on use of the AR Module and invoice generation, please refer to the Accounts
Receivable section of the documentation.

Generate the invoice and from the Lines tab, right-click and select Allocate Taxes by Zone. Selecting this
option brings up a grid where you can fill in the number of pieces shipped or mailed to each Zone you have
previously defined.

Jobd | ity | Hiot Key Services | Setup il Rate [Er Avg. i Subtatal  |Tax Code [z Tax Amt
Charges Price
1494 0.000 Copy of teat 000 000 00000 Extendew) 0.00 000 0 0.00
1494 50000000 Bercode Qualify 5250 6500  5.0000 MPer 1 v 9.05 45250 00 o 0.00
1494 50000000 MergePurge 0.00 7500 22.0000 MPer 17| 2200 1100.00 00 0 0.00
1494 50000000 Sort Records 000 000 7.0000 MPer1¥] 700 35000 FT 65 2275
1434 50000.000 Purchass List 0.00 u.oumm Per 17| 1.00 50.00 FT 65 325
1494 1.000 Inkjet Set Up 5000 000 D.0D00 @ Esct ] 50.00 5000 FT 65 325
1494 1.000 Freight 2000000 @Eack>| 20000 200.00 08 10 2000

Enter the Pieces Per Invoice and then enter the number for each zone. In the lower section of the form, you will

see the total compared to the number entered being recalculated with each entry. For remaining pieces not
assigned to any code, the assumption is that they have been shipped or mailed to a state where you are not
required to collect sales tax and therefore carry through as non-taxable.

x|

50000 Pieces Per lrnvoice Clear Grid
Juli] 0000 | ron taxable
m 7875 |Lesh
nz2 0850  |Red District
03 1.500  |Small tax
07 FO00 | county tas
na 10000 kM Freight
7 0026 | dzakj
98 0.000 | freight non taxable
99 F.000  |freight taxable
AR 0s00 AR
FT ERO0  |FT
hh RO0D | suel
ML 0500 ML
25000 T, 8280 | Teras
25000 ao 0.000% |Mon Taxakle |
20000 Total Pieces
Ertered

Cloze |

Save |
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When save is selected, you are taken back to the Lines tab of the invoice. You will see the line item tax has
been removed and replaced by 1 (hnumber of destination points), new lines on the invoice that relate directly to
the tax that should be assessed based on the destination point defined in the grid.

Lines | @ Balance Postage I Bill To/Ship Ta I hizcelaneous I Dummy Invoice I $ Deposits I @ Motes I Allocations I Prewview I Joh I
Job# oty Hat Key Services Setup Chr:rl;es Rate pEr A;?icl:_lenrt Subtotal |Tax Code T;x Tax Amt
1434 0.000 Copy of test o000 0.00°  0.0000 Extends > 0.00 0.00 0 000
1434 50000.000 Barcode Gualify 5250  B5.00°  3.0000 MPerd x| 405 202.50 00 0 000
1494 S0000.000 MergePurge 000 75000 17.0000 MPer1 ¥ | 17.00 §50.00 00 0 0.00
1434 S0000.000 Sort Records 0.00 0.00° 30000 MPer1 3.00 150.00 FT 0 0.00
1434 50000.000 Purchase List o.00 0.00°  1.0000°MPer 1 x| 1.00 50,00 FT 0 0.00
1494 1.000 Inkjet Set Up 5000 0.00°  0.0000 @ Eact 50.00 50,00 FT 0 0.00
1434 1.000 Freight 000 0.00°200.0000 @@ Eact 200.00 200.00 03 10 2000
1434 25000.000 Sales Tax - o000 0.00° 00000 Mone 0.00 000 TX 825 1031
Texas |
1434 25000.000 Mon-Taxahle 0.00 0.00 0.0000 Mone = 0.00 0.00 00 0 0.00

Sales tax assessed now displays on the invoice as a separate line item rather than as part of the tax column. It
also displays in the subtotal section of the invoice.

Quantity Oescription Setyp M Umit Price UM Sub Total Tax Tota!
Copy oftest
SO0000 Barcode Qo aalMy S250 esm A.000 /m a2s0 a2s0
sO0000 Merge /P ange Tsm 17 000 Jm 20m 20m
S0000 SortRecords 3.000 ‘m =m 1=0m
20000 Parchase Lkt 1.000 /m «Am «Am
1 IekletSet Up am .0o0 ea <am ¢ am
1 Freigit 200.000 a3 anm am 2nm
Sales Tax
25000 Sakz Tax - Texas 1031 03
TERMS: PLEASE NOTE OUR TERMS ARENET 30 DAYS FROM DATE OF INVOICE. Sub Total $1,502.50
Allipvaizes are dwe within the temr 5 speaifed. Any invoices ot pai withiv the term 5
allowed will be subpect Tales T
to a 12% annual france chame. Fles Tax $30.31
TOTAL DUE £1,532.87

Line items defined as taxable not including freight are added together to arrive at a total taxable revenue
figure. This figure is then divided by the total quantity to arrive at a per piece rate. This rate is then used to apply
the corresponding tax allocation amount to arrive at the sales tax figure.
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The calculation used to arrive at the appropriate sales tax rate percentage is:

Total number of pieces on the invoice, based on the quantity entered in the allocation screen, divided by the
number of pieces associated with the taxable Zone. This percentage rate is then multiplied against the value of
the taxed subtotal lines not including freight. In the example above there were 3 lines on this invoice that were
taxable.

The subtotal value for the 3 lines combined (marked with a *), is $250.00. This is the net revenue, taxable
amount.

In this same example there was a total of 50,000 pieces. 25,000 pieces were mailed to a Zone where an 8.25%
tax is charged.

The formula is:

50,000 pieces/25,000 pieces sent to taxable Zone = 50%
Total revenue of $250.00 x 50% = $125.00
Taxable revenue of $125.00 x 8.25% tax rate for the Zone = $10.31.

Reporting

Sales tax reporting is available from AR Reporter>Month End Reports>Sales Tax.

This report can be generated by period or for a range of periods. You can choose to include all sales tax codes
or print each one individually.

This report prints out the sales tax for selected period.

—Select Period

Period : |1D 'l To |10 i
Year |2EIE|8
—Select Tax Code

@ Al
Ocode| = |

Show detail lines

Preview | Print | Close |
Frirtedon :  TASEIR BELELLE

Sales Tax Report g LS
Qescrighion ;5 Raw o8 @ M es fof Year 2008 Perod 10 Too9@
Foritem # 0 AN Tax Codes
Code ‘fear Period Irwoice #Custorner # Customner Name Met Lines Amt  Met Irwaice Arnt Taxh it
oo 2008 10 1253 ACMEW IDGETS aom aom om
oo 2002 i0 11251 0200 &BC Compary 2=m 1723 om
Sub Total for Tax Code : 00 non tassble T25.00 2,032.21 0.00
oo 2008 10 11261 0200 ABC Compary 1ps2 153281 om
$ub Total for Tax Code : Q¢ nion taxable 1,052.50 1,532.81 0.00
o1 2008 10 1248 LEAH Leak's Accotut o Jam =52
o1 2008 10 1250 LEAH Leak's Accotut 172013 14598 AT
o1 2002 10 11252 LEAH Leai's Accoret 1mnm 1Wers =X
Sub Total for Tax Code : 04 Lezh 2,714.14 2,927.88 213.74
os 2008 10 12 FSMITH RYLANDER CO. Imm s0m om
oz 2002 i0 N2E LU KaSIK LUCKY Ccomp 22m xa2m om
Sub Total for Tax Code : 05 MM Freight S42.00 26,792.00 0.00
os 2008 10 11251 o200 ABC Compary mm 153281 nm
$ub Total for Tax Code Qg MM Freight 200.00 1,532.81 20.00
FT 2008 10 11251 o200 ABC Compary 20m 153281 om
Sub Total for Tax Code : FT* FT 250.00 1,532.81 0.00
T® 2002 i0 11261 o200 &BC Compary 2xm 153231 1031
Sub Total for Tax Code : TX Texas 225.00 1,532.81 1021
Grand Total: 5,702.64 27,882.02 244.05
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Option 3 — Calculate Sales Tax Based on Percentage of Job that is
Taxable

Set-up

Activate the following setting from Master File Reports>System Defaults>Posting to GL\Posting Labor to the
WIP. This step requires the assistance of your EFI PrintStream Accounting Support contact.

[ Allozate Revenue Taxes by Zone

[ AP Irwvoicing Filter PO s for Plant”

[ ¥R Invaoicing : Suppress Sales Rep from [nvoice printing

[ AR / Prebil Supress Maodifiers Far ICC [Contract Pricing [heaizing]
[ AR Calculate Sales Tases BuZIF Code | AR : Exclude Freight [
[ MICR check option, preprinted stock not reguired

[~ AR Rebates For Inventory

[ GL Posgt 'Mon Charge' Labaor to GL [AR invoicing iz not affected kS
[w AR : Salez tax calculation by customer bazed on job percentage

1. Define multiple sales tax codes via Customer Master File>Modules>Sales Tax Codes.

2. The code is a maximum 2 digit alpha numeric field. Establish a tax code for every jurisdiction you have
nexus in and need to report on.

Code | Rate | Cligtrict [ Fieight] Applied
10 0.0000) non taxable I Inw Lines
m ¥.8750 Leah =] I Lires
1z 0.8500 Red District =] I Lires
03 1.5000) Small tax ™ Inw Lines
iy T.0000 county tax = I Lires
0a 10.000 MM Freight ] Inw Lines
It 0.0255 dzak| [ Inw Header
33 0.0000 freight non taxable ¥ Inw Lines
99 T.0000 freight taxable I I Lires
AR 0.5000 AR = I Lires
FT E.5000 FT =] I Lires
hh 5.0000 suel = I Limes
rL 0.5000 ML ™ Inw Lines
T 8.2500 Texas [ Inv Lines

3. As part of the Customer Master File set up, a default tax code should be selected as in the example
below. For additional details on setting up the Customer Master File, please refer to that section of the
documentation. This default should represent the tax code that applies to this customer.

Account No:IF‘FHNT Auto | Mame: IPrintStream
Address: |100 Smith Ranch Rd. Contact,  |Pauline Knaxvilles
Phane: 456-456-4556
Zip: 94303 Faw: 4565-456-4566 |
City: SAN RAFAEL Marthly sale: |$D.DD
County : MaRIN Acct Status:  |B - 30 day Account j
Skate: ID‘l USA - Payment Days{45 Sihce: I
Salesrep: Housze Account bl S Vs
CSR: Linda Pollard = Remarks:
M anager: - Tax Code: |02 2% City tax j |
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Click the box to the right of the Tax Code field to define the Taxable Production Percentages for the
customer.

Tax Code: |02 2% City tax =1

Click Add.

Enter a Sales Tax Code, previously created in Master File Customer>Modules> Sales Tax Codes, to
be used to calculate the portion of the job that is taxable.

The Sales Tax Rate and District auto-fill based on how the tax code was setup.

Enter the percentage of the job that is taxable for the tax code entered.

?;‘i Define Taxable Production Percentage for Billing Per Tax Code =10 x|
Sales T Taable Pred -
ales Tax axable Production —
Sales Tax Code Rate District Percantags -
1 |02 2 City tax 50.00
=
I | [
Delete I s s Save | Llase

Confirm Activity Code set-up.
Master File Reports>System Maintenance>Mark Activities Taxable

Within this program, you have the ability to define which activities or processes should have sales tax
assessed. This set-up is typically completed as part of your Accounting Check List.

£, Mark Activities as Tz X

Activity Code | Description | T awable -

G 30010 DF SET UP I N

7 30095 DF ABSERNCE ¥

A 30093 DP ADMINAOTHER I

] 30093 DF MO WwWORK, I

10 31005 PURCHASE LIST w

11 32005 DATA EMTRY [Buwout] I

12 32011 DATA EMNTRY - KEYING —

13 34005 PROGRAMMIMNG [Bupout] 1=

14 34008 DIGITIZE SIGMATURE —

15 34011 PROGRAMMING ]

15 34021 COMWERT DISK ]

17 34022 COMYVERT MAG TAPE I

15 34031 SELECTION ¥

15 34032 GEMDERIZE 4]

20 34033 MERGE/PURGE 1=

A 34034 A/8 SPLIT ¥

22 34035 KEYCODE I

23 34036 ADDRESS STANDARDIZATIC &

24 34037 S0ORT RECORDS w

25 34033 BARCODE QUALIFY =

25 34039 PROGRAMMIMG [0 minute] = -

Fark Al Save | Cancel |




172 @ EFI PrintStream | User Guide

——

Accounts Receivable Invoicing

Process jobs and AR Invoices as you would normally. For detailed instructions on use of the AR Module and
invoice generation, please refer to the Accounts Receivable section of the documentation.

Lines | Balance Pnstagel Bill To/Ship Tul Miscellaneuusl Dummy Invuicel Depns'rtsl Nntesl Allocations | Preview | Job I
(3;” Job aty Hot Key | Services Setup cn:lrlgesl Rate per A‘;ﬂgg“ Subtotal |Tax Code| 2% | Tax Amt |
1223 0.000 Copy of Copy of sales 0.00 0.00 0.0000 E:dendn' o 0 o 0.00
tax zip code I
=] 1223 100000.000 Barcode Cualify 0.00 50.00 6.0000 M Per 1¥ | 5.00 600.00 02 2 12.00
= 1223 100000.000 Merge/Purge 0.00 75.00 6.0000 M Per 1 ¥ | 5.00 600.00: 02 2 12.00
= 1223 100000.000 Produce Counts Report 0.00 50.00 6.0000 M Per 1x | §.00 G600.00.02 2 12.00
1= 1223 100000.000 Sort Records 0.00 0.00 0.7500 M Per 1= | 0.75 75.00 02 2 1.50
= 1223 100000.000 Output to Laser 0.000 50.00 2.0000 M Per 1 _ 2.00 200.00 00 0 0.00
Tape/Disk =
= 1223 100000.000 letter 0.00 0.00 6.3500 M Per 1= 6.35 635.00 02 2 12.70

From the Lines tab, right-click and select Allocate Taxes by Production Percentage.

Maove Line Up
Move Line Down

Add Line

Add Multiple Lines
Insert Line

Insert Multiple Lines
Duplicate Line

Delete Line

Delete Selected Lines
Delete All Invoice Lines

Add Freight Line

Insert Freight Line

Add Job Shipments

Allocate Taxes by Production Percentage

Edit Line Allocations
I

The Tax Calculation based on the Job Production Percentage window displays with the Invoice Net Sales,
Sales, and Tax Amount already calculated.

I

Invwoice Net Sales: $2,510.00
Add Tax Allocation

Sales Percentagel Code | Tax %z | Digtrict Tax Amount |
1255.00) 50.00 02 2.000  City tas 2510 Delete foe:

|»

=

.
< | »

Cloze | Ok
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The calculation used to arrive at the Invoice Net Sales is adding the Subtotal of taxable line items shown below
($600.00 + 600.00 + 660.00 + 75.00 + 635.00 = $2,510.00).

The amount displayed in the Sales column is calculated by taking the Invoice Net Sales multiplied against the
Production Percentage defined for the customer in Customer Masterfile ($2510 x 50% = $1255.00).

The Tax Amount is calculated by taking the Sales amount multiplied by the Tax % ($1255.00 x 25% = $25.10).

Sales tax assessed displays on the invoice as a separate line item rather than as part of the tax column. It also
displays in the subtotal section of the invoice.

alance Postage | Bill Te/Ship To | Miscellaneuusl Dummy Invuicel Depusitsl Notes | Allpcations | Preview | Job |
Gro X Min Avg Unit Tax
i Job# Qty Hot Key | Services Setup Chargesl Rate per Price Subtotal |Tax Code 5% | Tax Amt |
1223 0.000 Copy of Copy of sales 0.00 0.00 0.0000 Extend: _ 0.00 0.00 0 0.00
tax zip code
= 1223 100000.000 Barcode Qualify 0.000  50.00 6.0000 M Per 1> | 6.00 600.00 02 0 0.00
= 1223 100000.000 Merge/Purge 0.000 7500 6.0000 M Per 1+ | 6.00 B600.00 02 0 0.00
= 1223 100000.000 Produce Counts Report 0.000  50.00 6.0000 M Per 1> | 6.00 600.00 02 0 0.00
= 1223 100000.000 Sort Records 0.00 0.00 0.7500 M Per 1. | 075 75.00 02 0 0.00
= 1223 100000.000 Output to Laser 000 5000 2.0000 M Per 1 _ 2.00 200.00 00 0 0.00
Tape/Disk ]
= 1223 100000.000 letter 0.00 0.00 6.3500 M Per 1v | 6.35 635.00 02 0 0.00
= 1223 0.000 Sales Tax - City tax 0.00 0.00 0.0000 None = 0.00 0.00 02 2 25.10
Quantity Description Setup Min UnitPrice UM Sub Total Tax Total
CopyofCopy of =ales tax zip code
100000 Barcode Qualify 50.00 8.000 /m 600.00 = 0.0 600.00
100000 Merge/Purge TE.00 8.000 /m E00.00 = 0,00 E00.00
100000 Produce Counts Report £0.00 6.000 /m B00.00 = 0.00 0000
100000 Sort Records T80 im 7500 = 0.0 75.00
100000 Output to Laser Tape/Disk 50.00 2.000 im 200.00 0.00 200.00
100000 letter 6.350 /m 835.00 = 0.0 635.00
Itemize Tax Summary
State and Local Taxes 0.00 2510 25.10
TERMS: PLEASE NOTE OUR TERMSARE NET 30 DAYS FROM DATE OF INVOICE. Sub Total %2 710.00
Thank you for your business.
Sales Tax $25.10
TOTAL DUE $2|]’35.1[}
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Reporting

Sales tax reporting is available from AR Reporter>Month End Reports>Sales Tax or from the AR Sales Tax
Export.

The Sales Tax report in AR Reporter can be generated by period or for a range of periods. You can choose to
include all sales tax codes or print each one individually.

This report prints out the sales tax for selected period.

—Select Period
Period: [12 x| To [12 x|
Year: W

—Select Tax Code

@ Al
O Code :| :l|| |

Show detail lines

Preview | Frint Close |

Printed on :  S/8/2009 2:44:18PM
Sales Tax Report .

For : LS
Description :  Show detsil lines for Year: 2009 Period: 12 To: 12
For ltem # : AN Tax Codes
Code Year Period Invoice #Customer #  Customer Name Net Lines Amt  Net Invoice Amt TaxAmt
oo 2008 12 11207 0200 ABC Company 147.22 269.82 0.00
Sub Total forTax Code: 00 non taxable 147.22 269.62 0.00
o0z 2008 12 11207 0200 ABC Company 120.00 269.82 240
o0z 2008 12 11208 0200 ABC Company 100.00 102.00 200
Sub Total forTax Code: 02 City tax 220.00 371.62 4.40
oz= 2008 12 112082 PRINT PrintStream 1,255.00 2,735.10 25.10
Sub Total forTax Code: 02* City tax 1,265.00 2,735.10 25.10
Grand Total: 1,622.22 3,376.34 29.50

The AR Sales Tax Export option is described in detail following Sales Tax Method option 4.
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Option 4 — Allocate Sales Tax by Zip Code Destination

This method is currently only available for U.S Customers.
This method is currently only available for SQL customers.

Allocating Sales Tax by zip code can be accomplished using 3 different (not exclusive) methods.

Manual allocation where quantities may be allocated by zip code destination during the invoicing
process. This is the method most likely used for a mail job.

Allocation of quantities by zip code carries through from the Shipping Module with the ability to edit
quantities as needed.

Allocation of sales tax by zip code carries through from the Fulfillment system based on ship to
destination.

Set-up

1.

Obtain a subscription to a 3™ party sales tax rate provider for nexus states.

The provider of choice is a company called Avalara. This vendor was chosen for a number of reasons
including use by existing customers and affordability.

The tax rate file provided by Avalara can be imported into PrintStream.. Please request a file that
contains no punctuation, otherwise the file will not import. For more information, please connect to the
following website: http://www.taxrates.com.

A programming quote will be provided if a different vendor/file layout is chosen.

Activate the following setting from Master File Reports>System Defaults>AR/AP/Posting to GL\Posting
Labor to the WIP. This step requires the assistance of your EFI PrintStream Support contact.

[v AR Calculate Sales Taxes By ZIFP Code

Add the AR Import Sales Tax Rate Import program to the user license file. This step requires the
assistance of your EFI PrintStream Support contact.

Add the Sales Tax Rate Import program to your menu. Suggested menu placement is under
Administration as this program is only used when updates are provided and would likely be controlled
by administrative personnel. Importing of rates must be done from a workstation that has SQL Server or
SQL Client installed.

Add the AR Sales Tax Export program to the license file and user menu. This step requires the
assistance of your EFI PrintStream Accounting Support contact.

Define (at least) 2 sales tax rates via Customer Master File>Modules>Sales Tax Codes.

The code is a maximum 2 digit alpha numeric field. In the following graphic, you can see code N
represents non-taxable as there is no percentage associated with the code. Code T represents Taxable,
and the following example has a rate of 10% for tax code T. The rate assigned should be the sales tax
rate for your customer. The calculation during the invoice process is associated with the destination but
this percentage represents a default.

M (0.0000 Maon-Taxable I [ Lines
_T 10,0000 | Taxable I [ Lines

For existing customers with pre-defined rates and codes already associated with customers, some
changes may be required. The program reads from your existing codes for sales tax calculation. The
Customer Master File needs to be more completely filled in over time. If you attempt to create a
shipment to an incomplete address, you are prompted to correct the address set-up to include the
county.
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8. As part of the Customer Master File set up, a default tax code should be selected as in the example
below. For additional details on setting up the Customer Master File, please refer to that section of the
documentation. The rate is not important, but if the customer is assessed sales tax, the percentage rate
needs to be greater than zero. This tells the program that this customer is taxable.

Account ND:IU2UU Auto | Mame: I.&BE Compariy

fddress:  |1071 Srith Ranch Rd. Contact: | Tom Palender
Fhane: 555-555-5555
Zip: EE Fax: £55-555-5556
Ciy: GALLINAS Manthly sale: f$0.00
Canty : ASFIMN Acct Status; I.-’-‘« - User Defined Terms j

State: IC& U5,

Salesrep: | DMM Everthing
CSR: Chrig Kinkaid
Manager:

Payment Daysl'l 0 Since: I'I £2/2003

Terms: net 32
| Remarks:
Tax Code: |02 2% City tax =]

L

Al 44

When adding new customers or additional addresses for existing customers, a validation takes place
based on the zip code selected. Many zip codes apply to more than one city and you are prompted to
select and save the correct city. This validation / look up relates directly to the zip codes in the imported
rate file. If there is a zip code for a county/state that you do not have nexus in, you are warned that the
zip code cannot be validated but you are still be able to save the record.

This graphic represents a required city selection based on the zip entered.

Account ND:IU2UU M ame: I.@«BC Cormpany

Address: 101 Smith Ranch Ad. Contact: | Tom Palender
Fhone: 5h5-555-5555
Zip: 4403 Fax: B55-555-5556
City: GALLINAS Marithly sale: |$D.DD
County MAaRIM Aot Status: I.& - zer Defined Terms ]
State: [ce uss = Payment Day3|1 0 Sines: [1/2/2003
City County | State | State Mame | Zip Code
1 JGALLIMAS FMARIM CA CALIFORMIA 94503
2 |LOS RaMCHITOS MARIMN Ca CALIFORMIA 945903
3 |LUCAS VALLEY MARIM Ca CALIFORMIA 94903
4 |MARINWOOD FMARIM CA CALIFORMIA 94503
b |54M RAFAEL FMARIN Ca CALIFORMIA 94503
E |SAMNTAVEMETIA MARIM Ca CALIFORMIA 94903
7 |TERBA LINDA rARIN Ca CALIFORMIA, 94503
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This graphic represents the entry of a zip code that is not part of the rate codes previously imported.

Account ND:IU2EIEI Mame: I.-’-‘«BC Company
Address: 101 Smith Raknch Rd. Contact | Tom Palender

Phatie: 555-555-55R5
Zip: M Fax: B55-555-5556 |
City: tanthly zale: |$U.UU
County : Acct Status: IA - User Defined Terms j
State: I LS - Payment Da_l,lsl'l 1} Since: I'I S202003

. T merne lrnat 22

Soe:
C5R:
Manager: | City | Caunty | State | State Mame | Zip Code |
Search:
5IC Code:
Group:
Industry:
D48 Ref:
Tax Murnby
Postage Tr

In this example, simply close the form since there is no city to select. Upon Save, you will receive a
message Zip code cannot be validated, do you wish to continue? This message is only a double check
that the address selected is a valid address, but doesn’t fall into a tax jurisdiction where your company
is required to collect sales tax.

Confirm Activity Code set-up.
Master File Reports> System Maintenance> Mark Activities Taxable

Within this program, you have the ability to define which activities or processes should have sales tax
assessed. This set-up is typically completed as part of your Accounting Check List.

4

Activity Code | Description | T axable =
22 34031 SELECTION —
23 34032 GENDERIZE —
24 34033 MERGE/PURGE — |
25 34034 A/B SPLIT —
26 34035 KEYCODE —
27 34036 ADDRESS STANDARDIZATICS
24 34037 SORT RECORDS I
29 34038 BARCODE QUALIFY I
30 34061 COUNTS REPORT =
3l 34062 PRINT TRAYASACK TAGS ¥
32 34030 DP-MAINTENAMCE 1=
B8 34031 DP-REPAIRS I
34 36000 AW Dutput —
& 36011 OUTPUT TO CHESHIRE LABE#
36 36012 OUTPUT TO EKTAJET |
37 36013 OUTPUT TO PIGGYBACK LAE®
34 36014 OUTPUT TO TAPE/DISKETTIZ
e 36015 OUTPUT TO GALLEY 1=
40 36016 OUTPUT TO LASER TAPE/DI#
L)} 36090 DP OUTPUT-MAINTEMANCE (=
42 36091 DP OUTPUT-REPAIRS = -
Mark Al LCloze
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Optional set-up

As shipments are created via the Shipping Module the assumption will be that they all are eligible for taxation. If
you have a need to create job related shipments that should not be included in the eventual tax calculation, for
items such as samples, you will want to define at least one Shipping type as non-taxable. This is accomplished
from Master File Reports, System Maintenance, Shipping Types. Click Add and fill in the form. By leaving the
taxable field unchecked, this shipping type may be used as described above.

- Define Shipping ltems types

Shipment [tem T ype T axable é?a?a?etﬁ
1 |Samples = =

Import Sales Tax Rates
This step takes place as often as you receive updates from your third party tax software provider.

1. Open the AR Sales Tax Import program. Click the Select Sales Tax File (.txt) to Import button and
define the path to the sales tax rates provided by your third party vendor.

2. The database path auto-defaults based on where you open the program from. Within a multi-company
or multi-plant environment, the sales tax rate file is shared by all companies or plants defined in the
database.

== AR 5ales Tax Import =

Select Sales Tax File [ txt] to lmport

AOOSELMNS

ol Checking for duplicates. .. ot
e It will take a few minutes gt

Point to 'Sales Tax File {.txt)" file.

Loak. ir: IE} salestay j & £¥ Ed-

Iy 5ales Tax
L@ [£] TARSALES. TST

by Recent
N " (Y

3. Select the .txt file and click Open. The Sales Tax Import program has a built-in utility to detect duplicate
records. PrintStream displays a printable grid listing the duplicate records for you to locate in the .txt file
for you to remove. After removing the duplicates, re-import the sales tax file. You will receive an hour
glass as the file is read in and a Done confirmation once complete.
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Accounts Receivable Invoicing

Process jobs and AR Invoices as you would normally. For detailed instructions on use of the AR Module and
invoice generation, please refer to the Accounts Receivable section of the documentation.

There are three different methods that can be used for generating the sales tax allocation by zip code.

e Method 1 — Allocate sales tax from a right-click in the AR Invoicing screen. This method could be used
for any type of job but will typically be used for a mail job.

e Method 2 — Generate sales tax from shipments. Shipments created from the Shipping program are, by
default, passed to the AR accounting system as taxable shipments. You will have the ability to define
non-taxable shipment types if you choose for items like samples where the quantity shipped should not
be included in the overall quantity for the job, therefore should not be part of the sales tax allocation.

e Method 3 — Sales tax passed into the AR Invoicing Module via a fulfillment order.
Method 1

1. Generate an AR invoice as you would normally. From the Lines tab in AR invoicing, right-click and
select Allocate Taxes by Zip Code.

The job quantity auto-defaults into the Total No. Pieces field.
2. Enter the zip code you are mailing into.

If the city field populates automatically, it is because there is only one possible city that matches your
zip code entry. If the city does not populate, select from the city drop-down and select the intended city.

Enter the number of pieces being mailed or shipped to that destination and click the Add button.
4. Continue to add until all pieces have been allocated by zip code.

The graphic below shows a job quantity of 50,000 while 10,000 pieces are mailed into zip code 94903.
For pieces not allocated, the assumption is that they are non-taxable, therefore 40,000 pieces
unallocated or non-taxable.

Tax ZIP Allocations for Job # 1295

Tatal Mo, Fieces: ISUDDD Tatal Entered: Unallocated:

Zip Code: [EEEDE ) | County: | |
F'iec:es:l Fate: I:I State: | | | |

Load Allocations From Shipping

g:; ZIP | City | County | State

1 10000) 0.0775 54303 LUCAS WALLEY MARIN Ca Remove

Pieces

AJ
Close | Save |
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5. Click Save and Close.

You are returned to the Lines tab of the invoice where you will see the individual line item tax has been
removed and replaced by 1 (equal to number of destination points), new line on the invoice that relate
directly to the tax that should be assessed based on the destination point defined in the grid, as well as
a line that represents non-taxable quantities.

Lines | Balance Pnstagel E\IITm‘ShianI Miscellaneuusl Dummy Invuicel s Depus'rtsl Nntesl Allucaﬁunsl Previewl Job I
Gu:' Job# Gty Hot Key | Services | Setup Ch:‘;ﬁl Rate per | V3N | subtotal [Tax Coce| ¢ | Tax Amt | Total Amt
1285 0.000 Sales Tax 0.00 0.00 0.0000 Extend: ¥ | 0.00 0.00 0 0.00 0.00
=i 1285 1.000 Programming 0.00 0.00 75.0000 @ Eact ¥ | 75.00 75.00 00 0 0.00 75.00
=i 1285 1.000 Convert Disk/\fia E-Mail 0.00 0.00 50.0000 @ Eact - 50.00 50.00 00 0 0.00 50.00
ORBBS |
= 1285 50000.000 Barcode Qualify 0.00  50.00 7.0000 M Per 1¥ | 7.00 350,00 02 0 0.00 350.00
= 1285 50000.000 Merge/Purge 000 75.00 7.0000 M Per 1¥ | 7.00 350,00 02 0 0.00 350.00
=i 1285 50000.000 Output to Laser 0.00 S0.00 4.0000 M Per 1 - 4.00 200.00 00 0 0.00 200.00
Tape/Disk |
1285 10000.000 City: LUCAS VALLEY 0.00 0.00 0.0000 None - 0.00 0.00: 00 0 1085 1085
State: CA ZIP: 94503 |
1295 40000.000 Non-Taxable 0.00 0.00 0.0000 None ~ 0.00 0.00 00 0 0.00 0.00

Sales tax assessed now displays on the invoice as a separate line item or line items depending on
number of destination points rather than as part of the tax column. Taxable lines are indicated with an
asterisk next to the subtotal amount. The Sales Tax value also displays in the lower right corner,
summary portion of the invoice.

Quantity Description Setup Min  UnitPrice UM Sub Total Tax Total
Sales Tax
1 Programming THO00D es T5.00 0.00 T5.00
1 Conwvert Disk/Via E-Mail OR BES 50000 ea 50.00 0.00 50.00
E0000 Barcode Qualify £0.00 T.O00  /m .00 0.00 350.00
50000 Merge/Purge 75.00 TO0D /m 350.00 = 0.00 350.00
50000 Output to Lasar Tape/Disk 50.00 4000 /m 200.00 0.00 200.00
Itemize Tax Summary
CALIFORNIA State and Local Taxes 0.00 10.85 10.85
TERMS: FPLEASE NOTE OUR TERMSARENET 10 DAYS FROM DATE OFINVOICE. Sub Total $1,025.00
Thank you for your buzinezz.
Sales Tax $10.85
TOTAL DUE $1,035.85
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The calculation that takes place as follows:

The total number of pieces for the job is divided by the number of pieces associated with the taxable Zone. This
percentage rate is then applied against the value of the taxed subtotal lines. In the example above there were 2
lines on the invoice that were taxable.

50.00 T.O000:MPer1- T.00 350.00:02 350.04
75.00 T.O000:MPer1- T.00 350.00:02 350.04
The subtotal value for these 2 lines combined is $700.00. This is the net revenue, taxable amount.

In this same example there was a total of 50,000 pieces. 10,000 pieces were mailed to a Zone where a 7.75%
tax is charged.

The formula is:

10,000 pieces/50,000 pieces sent to taxable zip code = 20%
Total revenue of $700.00 x 20% = $140.00
Taxable revenue of $140.00 x7.75% tax rate for the Zone = $10.85.

A look-up tool to view the sales tax break down is located from the Lines tab. Right-click and select View Tax
Break Down. This window provides a summary of the sales tax calculated at the city, county, state, MTA city,
and MTA county level.

i Tax Break Down

Qty = 10000 Unit Price = 0.014000 Production = $140.00 Freight = $0.00

Produ| ction Fre|ight Total Tax Amt
Tan T ax At Tan® | Taxaimt
City LUCAS WALLEY 0.000000 0.00  0.000000 0.00 0.00
Conty ARIN 0.0710000 1.400 0000000 0.00 1.40
State Ca 0.062500 875 0.000000 0.00 8.75
AT City 0.000000 0.00  0.000000 0.00 0.00
MTA County 0.005000 070 0.000000 0.0 0.70
Tatal 10.85 0.00 10.85
Close | Erint I
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Method 2

This method for calculating sales tax has a direct relationship to the Shipping program. As shipments are created
and saved, a record is created that will be passed directly to the A/R Module.

Jobs will be processed in a standard fashion and shipped using the Shipping Module.

As shipments are created via the Shipping Module, a record is saved for the quantity shipped to each
destination.

1. Generate an AR invoice as you would normally. From the Lines tab in AR invoicing, right-click and
select Allocate Taxes by Zip Code.

The job quantity auto-defaults into the Total No. Pieces field.
2. Click the Load Allocations From Shipping button.
A list of all shipments for the job loads in a grid.
Select the shipments being billed by selecting the check box in the Select column.

4. After the shipments have been selected for sales tax calculation, click the button at the bottom of screen
labeled Add Selected Shipments, then Save.

Tax ZIP Allocations for Job # 1297
Total Mo. Pieces: |5DUDD Total Entered: I:I Unallocated:

Zip Code: I City: Iﬁ County: | |
Pieces: I Fate: I:I State: | | | |

| Load Allacations From Shipping I

. Load Shipments For Tax Allocations =If
Select Shlpﬁ'nent Gty Drescription F?;grt ZIF City County State ]
11 83 10000 5 ales kax shiprent 0|50441 HaMPTOM FRAMKLIN 14,

o

Select All Clear Al Add Selected Shipments |

5. Upon Save, the Tax ZIP Allocations screen populates with the number of pieces shipped to the selected
ship to destination. You can also add more destination points in this screen for a job where some
materials have shipped (10,000) to Hampton, IA, and some pieces have been mailed. If some pieces



VV21.1.0200 General Accounting ® 183

——

were mailed, you can then proceed to manually enter additional pieces using the method explained in
Method 1 of this section (above).

Tax ZIP Allocations for Job # 1297
Tatal Mo, Pieces:ISUDDD Total Entered: Unallocated:

Zip Eode:l City: lﬁ County: | |
Pieces: I Rate: I:I State: | | | |

Add
Load Allocations From S hipping I
. T . o
Pieces H;Z ZIP | City | County | State _I
1 10000) 0.07 50441 HaMPTON FRAMELIN 12, Remove

i o]
Cloze | Save |

When Save and Close are selected, you are returned to the Lines tab of the invoice where you will see
the individual line item tax has been removed and replaced by 2 ( equal to number of destination points)
new lines on the invoice that relate directly to the tax that should be assessed based on the destination
point defined in the grid as well as a line that represents non-taxable quantities.

Lines. IEaLance Pustagal Eille‘Shianl Misce\lanenus' Dummy Invnice' $ Depusitsl Notes I Allncamnsl Preview I Job |
Grol Job oty | Hot Key | Services | Setup [ """ | Rate ger | A2V | suptotal | Taxcode | Tax % |TaxArnt| Total Amt
up Charges| Price
1297 0.000 Sales tax shipment 0.00 o.00 0.0000 Extend: ¥ | 0 0 0 0.00 0
- 1287 1.000 Programming 0.00 0.00 75.0000 @ Eact ¥ | 75.00 75.00:00 o 0.00 75.00
- 1297 1.000 Convert Magnetic Tape 0.00 o.00 50.0000 (@ Eact ¥ | 50.00 50.00:00 0 0.00 50.00
- 1287 S0000.000 Barcode Qualify 0.00 =000 7.0000 M Per 1x | 7.00 350.00 02 0 0.00 350.00
- 1287 50000.000 Genderize Records 0.00 75.00 8.0000 M Per 1x | 3.00 400.00 02 o 0.00 400.00
1 1297 10000.000 Sales tax shipment To: 0.00 o.00 0.0000:Nene 0.00 0.00:00 0 0.00 0.00
ABC Company -
415 Adams Street
HAKMPTON, lA50441 |
1 1287 10000.000 City: HAMPTON State: 1A 0.00 o.o0 0.0000 None | _ 0.00 0.00 00 0 10.50 10.50
ZIP: 50441 |
] 1287 40000.000 Non-Taxable 0.00 0.00 0.0000 None  w 0.00 0.00 00 0 0.00 0.00
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Sales tax assessed now displays on the invoice as a separate line item or line items depending on number of
destination points rather than as part of the tax column. Taxable lines are indicated with an asterisk next to the
subtotal amount. The Sales Tax value also displays in the lower right corner, summary portion of the invoice.

Quantity Description Zetfup Min  Unit Price UM Sub Tetal Tax Total
Sales tax shipment
1 Programming T5.000 ea T5.00 0.00 75.00
1 Convert Magnetic Tape 50.000 ea 50,00 0.00 5000
50000 Barcode Qualify 50.00 T.000  J/m 35000 = 0.00 350.00
50000 Genderize Records 75.00 8000 J/m 400.00 = 0.00 400.00
Shipping Freight Summary
Itemize Tax Summary
IOW A State and Local Taxes 0.00 10.50 10.50
TERMS&: PLEASE NOTE OUR TERMS ARENET 10 DAYS FROM DATE OF INVOICE. Sub Total $375.00
Thank you for your buziness.
Sales Tax $10.50
TOTAL DUE $885.50
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The calculation takes place as follows:

The total number of pieces entered in the tax allocation screen is divided by the number of pieces associated
with the taxable Zone. This percentage rate is then applied against the value of the taxed subtotal lines. In the
example above there were 2 lines on this invoice that were taxable.

7.00 350.00:02 0 0.00
&.00 400.00:02 0 0.00

The subtotal value for these 2 lines combined is $750.00. This is the net revenue, taxable amount.

In this same example there was a total of 50,000 pieces. 10,000 pieces were mailed to a Zone where a 7% tax is
charged.

The formula is:

10,000 pieces/50,000 pieces sent to taxable zip code = 20%
Total revenue of $750.00 x 20% = $150.00
Taxable revenue of $150.00 x 7% tax rate for the Zone = $10.50

Options: If multiple taxed destination points for the same state are calculated on the invoice, you have the option
to list each taxing destination individually or consolidate them on one line. To consolidate tax lines per state
requires activation by your EFI PrintStream Support contact.

¥ &R : Consclidate Tax Lines By State in AR Invaice |

With this check box selected, the invoice Lines tab reflects 2 tax allocations to the state of lowa:

alance Pnstagel Bill Te/Ship TDI Miscellaneuusl Dummy \nvnicel 3 Depus'rtsl Notes I Allucatinnsl Preview I Job I
Job# aty Hot Key Services ]| | Rate per AvOUNL | o stel | TaxCode | Tax % |Ta.xArnt| Total Amt
Charges| Price
1287 0.000 Sales tax shipment 0.00 0.00 0.0000 Extend: | 0.00 0.00 1} 0.00 0.00
1287 1.000 Programming 0.00 0.00 75.0000 @ Each ¥ | 75.00 75.00 00 0 0.00 75.00
1287 1.000 Convert Magnetic Tape 0.00 0.00 50.0000 @ Each ¥ | 50.00 50.00 00 [t} 0.00 50.00
1287 50000.000 Barcode Qualify 0.00: 50.00 7.0000 M Per 1> | 7.00 350.00 02 0 0.00 350.00
1287 50000.000 Genderize Records 0000 7500 8.0000 M Per 1 | 8.00 400.00 02 o 0.00 400.00
1287 10000.000 City: HAMPTON State: 14 0.00 0.00 0.0000 None - 0.00 0.00 00 1} 10.50 10.50
ZIP: 50441 1
|1 1287 5000.000 City: MASON CITY State: 0.00 0.00 0.0000 None - 0.00 0.00 00 [t} 525 525
14 ZIP: 50401 ]
= 1287 §000.000 City: WATERLOO State: 0.00 0.00 0.0000 None  _ 0.00 0.00 00 0 6.30 6.30
L& ZIP: 50701 ]
|| 1287 25000.000 Non-Taxable 0.00 0.00 0.0000:None ‘ 0.00 0.00 00 0 0.00 0.00
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The invoice consolidates the three tax allocations to one line on the invoice.

Quantity Description Setup Min  Unit Price UM Sub Total Tax Total
Sales tax shipment

1 Programming TE.000 ea T5.00 0.00 T5.00

1 Conwert Magnetic Tape 50000 ea 50.00 0.00 50.00

50000 Barcode Qualify 50.00 T.000 im 350,00 * 0.00 350.00

50000 Genderize Records T5.00 8000 Jm 400.00 * 0.00 400.00

Itemize Tax Summary

IOW A State and Local Taxes 0.00 2208 2208

TERME: PLEASE NOTE OUR TERMSARENET 10 DA¥E FROM DATE OF INVOICE. Sub Total $375.00
Thank you for your buziness.

Sales Tax $22.05

TOTAL DUE $807.05

With the setting inactivated, the Lines tab reflects the same with three tax allocations. However, the invoice also
displays three individual tax lines.

Quantity Description Setup Min UnitPrice U/M Sub Total Tax Total
Sales tax shipment
1 Programming TEO0D  es T5.00 0.00 T5.00
1 Convert Magnetic Tape 50000 ea 50.00 0.00 50.00
50000 Barcode Qualify 50.00 T.000 im 350.00 0.00 350.00
50000 Genderize Records T75.00 8000 /m 400.00 * 0.00 400.00
Sales Tax
10000 City: HAMPTON State: IA ZIP: 50441 15000 @ T7.000% 10.50 10.50
5000 City: MASON CITY State: IA ZIP: 50401 TEO00 @ T.000% 5£.25 525
6000 City: WATERLOO State: |A ZIP: 50701 S000@ T.000% 6.30 6.30
TERME: PLEASE NOTE OUR TERMSARENET 10 DAYS FROM DATE OF INVOICE. Sub Total $375.00
Thank you for your buziness.
Sales Tax $22.05
TOTAL DUE $807.05
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Method 3

This method describes how sales tax is calculated for fulfillment orders when invoiced from the AR Invoicing
Module. For details regarding creation of invoices from fulfillment, please refer to Fulfillment documentation or
contact your Fulfillment Support representative.

The invoice created in AR from fulfillment has pre-calculated sales tax already visible. There are restrictions
placed on this type of invoice that prevent the user from making edits to the invoice itself. These restrictions are
in place to maintain the integrity of the sales tax calculation.

The following conditions must be met in order for a FF Merchandise Project to be considered for tax on the
invoice coming from Fulfillment. Please refer to the set-up section at the beginning of Option 3 for details. In
summary:

1. Activate setting for calculating taxes by zip code.
2. The customer in MF Customer is marked as being taxable .
3. The activities used on the inventory item and Pricelist items are marked as taxable.

The sell price is established on the settings you have in Item Nomination and the activity linked in MF
Inventory for the item.

’ Streamline Fulfillment for the Company : (01) Streamline Solutions- : (0100) 01 San Rafasl
File Edt SalesOrder Inventory Production Reports Utiities Definitions Window  About

#EgI | ieB|ap DO 0L CEHY I

= Cust e =
H - - ;:: Eustomer B Item Nomination - Leah's Account

B Fulfillment
@- Gina Cox Company fem HorrinatiordfPick an Pack @
ezl Kaiser Permenente Res Description: [k and Fack
=~ Leah's Account

+ Customer Details - ieh Seftings Automation

#-  Customer Codes ’— = AT o e s e S b e

3 l Mew Indicstor Days: o " T =

=} rventory Item Properties for New Finished Goods Item in Pick

Iresentorg Inquin
g Kit BOM Maintance ltem 1578 Pricing

Item Normination Prc - Gereral L 1525 u
#-  Recipients + j 4
=] Projects @ ici ' Package Fricing 0.00

- @ Add Project
=] FF Test " Momination Price:  [00
- bocity et |1 | e ® T |
& View Project De Lovel 1 Dost| Level| Lovel[Lav | - Check Fiules i
B Gales Orders TFram

2] New Sale
Sales Order

A el |
Sales Ordet K
Define Orde
Import Sale ‘
= FF Pick and Pac
B Progiams Select Al I™ Only Show
#-  Strada Cycles i
e2] Winter E. i -
Bl Secuiy [ o= in this nomination: 28 L

— . ——

1704 — INew Finished Go == | | |t.: test in FF
Clsames ILE.-'i‘-.H j ILeah's Account
YWendaor I j I
Drefault Location: |1 112 ::II IWarehu:uuse 1.Row 1, Level 1, Bin 2
Froduct Code: IEIEl j IEustDmer [Fwentony
dctivity Code: IEIEIEIEIE ::: Ifinished goods imventary
[l L ==l
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The Pricelist items are established in Fulfillment:

iy Fulfillment Pricelists il

Pricelist Mame: ILeah'g

Description; Leah's Pricelist ;I

ic P 54

Add Propetties Delete Price Tiers

Activity | PriceType | Price Per | tin Price | Comp/Plant
Lire ltems Single Price i} 0 o1/0100
Package Save Single Price 2h 0010100
Pick and Pack Single Price 1.25 0010100
Pieces Shipped Single Price IJ.1 0 010100
Save Order Single Price 0 010100

And the activity code linked for each activity within your pricelist:

iy Fulfillment Pricelists il

Pricelist Mame: ILeah's

Description: [ eah's Pricelist | |[Modiied By
LS
FATHY
LS
m Fulfillment Activity Xl
@ X e
Add Properties  Delete  Price el il IP'Ck and Pack
Bty [PriceTyps Fulfilment Ewent: IF'ackage Save LI
Ling [tems Single Price Activity Code: |-| 0oono
Package Save Single Price
Pick and Pack Single Price Save | Cancel |
Fieces Shipped Single Price - -
Sawe Order Single Price S ITT/0700

4. In MF Reports>Mark Activities as Taxable, the following activities are marked as taxable:

¥4 Mark Activities as Taxable

Activity Code | [rezcription | T axable
264 30007 Custormer [nwenbany =]
Z2E5 90002 finished goods inventony I
266 0035 wWAREHOUSE ABSEMCE =

= Mark Activities as Taxable

Activity Code | Description | T axable
306 99014 PROVIDE BLANF B<9 EMVEL
07 99015 PROVIDE BLANE 9412 EMVE 1
308 9906 PROVIDE MATERIAL |
203 99100 SUBCOMTR_01_02 [
310 100000 # of Qrders Picked I
il 100005 # of Line [tems Fee [
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Example 1: Create a sales order. Select 2 items, the first item is a customer inventory item that is not taxable,
and the 2" item is a finished goods item that is taxable.

pah's Account : Sales Order #: 97840 Project : FF Test

drderBy: Leah's TAXABLE CUSTOMER | COMPLET
gt Batch ID: 2664 |nput Batch ID: 2664 Order Type 1|

S0 Origin
OrderBy | ShipTo | Bl To | Additional Info Items | Biling |
2, = 3 2 @ %
Inguiry Properties  Phkg Price Zoorm Schedule  RePrint WO Invoice
Iy, Code Rew. Code Item Dezcription Order Clky
Mew Cusztomer Iny ite to test with FF 10
Mew Finished Goods ko test in FF 10

Two packages have been created for the shipment — 15t package charge is 5.50 and 2" package charge is 7.75.

- Fulfillment Shipping - Leah’s Accou ;lgl_k
Pick. 10 |1 7939
Order 1D: Ig?gm —Ship To Address
LEAH'S TAxARLE CUSTOMER
Pelzese balich ). T TESTING
) 13 LAFAYETTE
Job #: EE DETROIT, Ml 48225
Packed By: I MITED STATES
Shipped By:  [LEAH
# Packages: |2
= Fackages
- Tracking #: |342342342 Track
2- 34234234 . —
ShipDate:  [12/19/2007 =
ShipMade: — {UPS GROUND
weight [20 Charge: [$5.50 _|
3rd Party Bil #: |
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Select and invoice the sales order through fulfillment. Note the tax calculation is done as the invoice is created.
No tax amount displays in this screen.

Il Invoice Maintenance
Invoice Maintenance I
[=]

Irvvoice # | Job #l

x|

From [1znszoor  w| To frznamoor | B

Bill To Cust #

A

Req #l

Search I

Orcler |

Batch | Package |

_ PO# |
Authorize

B

Generate Prebil Treelis  [veiEs

[P0 #[Rean| on[sH 3P| 35 [$5]sF | $P
121 .00.00 .00 .00 .00

|Drder i |D|der\ In'| Package Description # | Cugtomer Batch
97835 0 totestin FF
Find Orders to Invoice 0 totestin FF

i

L o 0
Search Invoic
—Bill To Invoice Detail
| [T imoce
| Date
| Batch Cpen
[DETROIT | Total  $189.25
Item Description | Order E!ty| Shipped Qty| Unit Pnc:e| Fr3|ghl| Sell Amt.
| to test with FF 10 10 $0.00  $0.00 $0.00
[ totestinFF 10 10 $15.256 $13.25 $152.50
_+| Fulfilment Services $23.50
Grand Total $189.25

The invoice is then created. The ship to zip code has a 6% sales tax. In this example, both the Ship to and Bill to
are the same. The items that are considered as taxable:

Finished Goods item 152.50
Shipping and Handling 13.25
Pick and Pack 2.50
168.25
168.25 @ .06 = 10.095 or 10.10.
ention Leah's TAXABLE CUSTOMER svoice pate 1211812007
aice To TAX TESTING
3413 Lafayette Revoice Dre  12/19/2007
DETROIT, MI 48226
Job Nember 574
Your Order # 97340
ipped To 3413 Lafayette
DETROIT, MI 48226
fos rmp House Account
wantity Description Satup M yai Price UM Sud Total Tax Total
10 Mew Custam er Iy item -to test with FF
10 MewFinished Goods Hem-otestin FF 15.250 ea 152.50 15250
1 SHIPPING _HAMDLING 13250 ea 13.25 13.25
2 Pick and Pack 1.250 ea 250 250
2 Ling ltems 5000 ea 10.00 1000
20 Pieces Shipped 100 ea 2.00 200
2 Package Save 2500 ea 5.00 500
1 Sawve Order 4000 ea 4.00 4.00
Sales Tax
13 City :DETROIT State:M| ZIP: 45226 1010 1010
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Example 2: There are 2 sales orders that have different shipping destinations that have 2 different tax
percentages (6% for Detroit, Ml and 6.6% for Draper, UT), but are billed to one person on the same invoice.

For informational purposes, my project is set up to create consolidated invoices and to group by Customer.

Project Master - Leah’s Account (FF Test) _ | Dlil
— Project Maintenance
FF Test — Additional Invoicing Parameters
-5 Project Basics  Settings

j ‘IJDbSN o .t’-"«cliustmentDefaultI"""EliL‘St"'"E”t ;I
. tern Marnination

o Fulfilment Events # of Cover Sheetz I 0 # of Copies I 1
-of Sales Order Preferences rit Sell Dizplay I—
4

-+ ‘weh Settings Precision
- Inwentory Preferences

% Shipping Preferences

™ ltemize Services

F.ey Field Headell

Master Files

— Display Dptions

-+ Wariable Infarmation . -
@ Merchandise Invoice Type ICDmDIldaled vI Farmat I

o Credit Card

~/ Ivwoice Parameters - 5
fend Additional Invoice Parame |
< Purchaze Order # Custamer
—_E Requisition #
Sales Order #
|
Leah's Account : Sales Order 7841™*Project
Cuszt. Batch ID: 2665 Input Bateh 1D: - 2665 Order Type ZI vi
S0 Origi
Order By ShpTo | BilTo | Addionallnfo | lems | Biling |  Shipging |
Pt 53 m
Recipient. .. Clear Contact List  Copy Order By Copy Ship To Shipping Motes Credit Card
Ship Tadtn |

~ Mame —Address

Cust. Recipient [D: |L3EIEI Address Type IBusiness ;I

Recipient Type: | = Address: |341 3 Lafavette

Prefix: I ,I I

First: ILeah'S I I

Last: |T:‘-‘-><.~'-‘«BLE CUSTOMER Postal Code: |4822E City: IDETHDIT
LaElE State: fMl =| Country:[UNITED STATES =

Title: I

Company Mame: ITM TESTING

[SU | I — Additional Info 1
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Leah's Account : Sales Order #: 97841 *Project : FF Test

Leah's Account : Sales Order #: 97841 *Project : FF Test
Cuzt. Batch ID: 2665 Input Batch ID: - 2665 Order Type 1| vl
S0 Origin
OrderBy | Ship Ta Bill To | Additional Info | ltems | Billing | Shipping |
P m
Recipient. .. Clear Copy Order By Copy Ship To Shipping [Hotes Credit Card
Bil Todtn |

—Mame —Address
Cust. Recipient [D: |LSDD Address Type IEusiness ;I
Recipient Type: | =] Address: 3413 Lafapette
Prefiz: I ,I I
First: ILeah's I I
Last: [TAABLE CUSTOMER Postal Code: [48226 City: [DETROIT

rtﬂlpﬂlale | State: IMI - Country: |UNITED STATES =]
Title: |

Cust, Batch ID: 2665 Input Batch (D 2665 Order Type 3| VI
S0 Origin
OrderBy | ShipTa | Bl Ta | Additional Info Items | Billing | Shipping |
5 © @ B & 2 @
Get Ikerms  Hold Item Inquiry Properties  Pkg Price Zoom Schedule  RePrint WO Invoice

Iny. Code Rey. Code Item Dezcrption Order Oty | Status
MHew Customer v ite to test with FF 10
Mew Finished Goods to test in FF 10

SO 97842 ship to is a different destination, but the bill to is the same as SO 97841.

Leah's Account : Sales Order #: 97842 *Project : FF Test

Order By: Leah's TAXABLE CUSTOMER
Cust. Batch ID:  2BEB Input Batch 1D:  26E5 Order Type 3| 'I
S0 Origin
Order By Ship To | Bill Ta | Additional Info | ltems | Biling | Shipping |
b 3 -
Recipient. .. Clear Contack List  Copy Order By Copy Ship To. Shipping Motes Credit Card
Ship Todtn |
—Mame —Address
Cuszt. Fecipient |D: ILEDD Address Tupe I LI
iz Tge=: || =~ Address: 12401 5. 450 East
Prefis: |__. | |5te. A1
First: IStream I I
Last: |LINE Postal Code:  [54020 City: [DRAFER
phenes State: [uT =] Countiy:[UNITED STATES =l
Title: I
Compary Mame:  |STREAMLINE UTAH
st | v b o T |
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Leah's Account : Sales Order #: 97842 Project : FF Test

Order By: Leah's TAXABLE CUSTOMER | CREATED |
Cust. Batch D 2665 Input Batch [0 2665 Order Twpe ZI vl

SO Ongin
OrderBy | ShipTo BilTo | AddtionalInfo | lems | Biling |  Shipging |
X 23 | -
Recipient. .. Clear Contack List  Copy Order By Copy Ship To Shipping Fotes Credit Card
Bil Tadtn |

Name —Address
Cust. Recipient 1D: ILBDD Address Type I Business ;I
Recipient Type: I ;I Address: |34'I 3 Lafayette
Prefis: I .I I
First: ILeah's I I
Last: |T.6><.&BLE CUSTOMER Postal Code: |4822B City: IDETHDIT

Corporate || B jMi 7| Country:|UNITED STATES =l
Title: |

Leah's Account : Sales Order #: 97842 *Project : FF Test

Order By: Leah's TAXABLE CUSTOMER | CREATED |
Cust. Batch ID: 2665 Input Batch ID; 2665 Order Type ZI vI

SO Origin
OrderBy | ShipTa | Bil To | Additional Infa Items | Biling | Shipping |

= D (2) # 2 @ iz

Get Items  Hold Item Inquiry Properties  Pkg Price Zoom Schedule  RePrint WO Invoice

Iny. Code Fev. Code Itern Description Order Oty | Status
Mew Customner I ite to test with FF 20
Mew Finished Goods to test in FF 20

Shipped the orders.
.4;- Fulfillment Shipping - Leah's Account - | Dlil
Pick. 1D |1 7940
Order 10 Ig?gm ~Ship To Address
_ LE&H'S TaxaBLE CUSTOMER
Release Batch: |1423 Te TESTIMNG
' 313 LAFAYETTE
Job # EE DETROIT, MI_ 48226
Packed By: I MITED STATES
Shipped By: |LE¢«H
# Packages: |1
—Packages
1- 453534 Tracking #: |453534 Track |
ShipDate:  [12/19/2007 |
Ship Mode: — [LPS GROUND |
YWieight: IE.EI Charge: |$25.?5 il
im e |




194 @ EFI PrintStream | User Guide

- Fulfillment Shipping - Leah’s Acco - | Ellil
Fick. 1D |-| 7941
Order 1D: |5?342 —Ship To Address
; STREAM LIME

RelzasslEE i |17 STREAMLINE UTAH

' 12401 5. 480 EAST
Job & EB STE. &1

. DRAPER. UT 24020

PackedBy | UNITED STATES
ShippedBy: I E4H
# Packages: |-|

—Packages
1 - 45235235 Tracking #:  [45235235 Track |
Ship Date:  [12/13/2007 |
Ship Mode: — [LIPS GROUND |

Weight: |4.n Charge: |$35.85 il
A |

In order to create a consolidated invoice for the customer, you must select the sales order you wish to create on
one invoice.

Il Invoice Maintenance

Invoice Maintenance |
Bill To Cust # + | [ From [1zngmoor  w| To [iznscoor v
: Crder | Irrvaice # | Jak #| PO # | Feq #|
Autharize
M Biatch I Package I Search
Generate Prebil Create Invoice 6 Record(s) Ld
@ [ Order # | Ordsr [ 1n| Package Description # [ Customer Batch  [PD # [ Regn| On| SH $P[ $5 [ 35| $R 3P
97835 0 totestin FF 2660 12,1 .00 .00 .00 .00 .00
Find Orders ta Invaice 97536 0 totestinFF 2660

12,1 .00 .00 .00 .00 .00
0

-

Search Invoice

I Invoice ll
—Bill To |nvoice Detals
:LeahsTMBLE CUSTOMER Invoice
3413 Lafayette
| Date
| Batch Open
[cETROM [ [48226 Total ~ $660.60
Iterm Description | Order |]t_-,-| Shipped I]t_-,-| it F'riu:e| Freight| Sell Amt.
| to test with FF 10 10 $0.00)  $0.00 $0.00
| |totestinFF 10 10 $15.25| $25.75 $152.50
| to test with FF 20 20 $0.000  $0.00 $0.00
| |totestinFF 20 20 $15.25 33585 $305.00
_*| Fulfillment Services $41.50
Grand Total $560.60
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The calculation in this example is as follows:

Pricelist activities are always picked up for the calculation for Bill to zip code.

Inventory and Shipping charges are picked up for the calculation for the Ship to zip code.
Detroit 6%:

Finished Goods item 152.50

Shipping and Handling 25.75

Pick and Pack 2.50
180.75

180.75 @ .06 = 10.845 or 10.85
Draper 6.6%:

Finished Goods item 305.00
Shipping and Handling 35.85
340.85

340.85 @ .066 = 22.49

Quantity Description Setup M ynit Price UV Sub Total Tax Total

10 New Customer Inv tem-to testwith FF
10 MNew Finished & oods ltem-to test in FF 15250 ea 152.50 152.50
1 SHIPPING_HANDLING 25750 ea 2575 2575

20 New Customer Inv item-to testwith FF

20 New Finished ¢ oods ltem-to test in FF 15250 ea 205.00 305.00
1 SHIPPING_HANDLING 35850 ea 35.85 35.85
2 Pick and Pack 1.250 ea 2.50 2.50
4 Line ltems 5.000 ea 20.00 20.00

60 Pieces Shipped 00 ea .00 .00
2 Package Save 2.800 ea §.00 §.00
2 Save Order 4.000 ea 8.00 8.00

Sales Tax
12 City :DETROIT State:MIZIP 42226 10.85 10.85

21 City :DRAFER State:UT ZIF: 84020 22.49 22.49
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Reporting

When using the method of calculating sales tax based on zip code/ship to destination, reporting is a simple
matter of extracting data to excel. Rather than trying to meet the wide variety of reporting needs for each user,
EFI PrintStream took the approach of developing an export tool that allows the user to generate personalized
reports.

1. Open the AR Sales Tax Export program, define the date range you wish to extract data for, and select
Load Invoices. You will see, in the grid below, a listing of all tax calculations and the invoices they
relate to.

2. The export path is defined, but may be changed to an alternate location by selecting the ... button to the
right of the path. Define a File Name and click the Export to Excel button.

AR Sales Tax Export

Invoice Transac. Date From: | 671 /2007 Tor| /3002007
Export to path: UETREAM\DATABASESEQLRIOMP 12_OpzextermSales |J Evpart To Excel
File Name: |une 2007 Sales Tax
Flant Invoice # T'aBS;g'Dn Cugtomer Mame State City ZIF County InTvI =
1 |oad T7E(6/5/2007 The Perfect Storm | UT DRAPER 84020 54LT LAKE ]
2 |mad 77E|6/5/2007 The Perfect Starm | UT DRAPER CITY 5184020 UTAH
3 |maoo 77E| 6452007 The Perfect Starm | UT MURRAY 8121 54LT LAKE
4 |maoo 77E| 6452007 The Perfect Starm | UT SAMDY 54070 54LT LAKE
5 |maoo 77E| 62007 The Perfect Starm | ké AMHERST 01002 HaMPSHIRE
5 |maoo TF|6SA2007 The Perfect Starm | UT DRAPER 54020 SaLT LAKE
7 |maoo 77| 62007 The Perfect Starm | UT DRAPER CITY 5184020 UTaAH
5 |maoo 77| BSA2007 The Perfect Starm  |UT MURRAY a2 SaLT LAKE
3 |maoo 77| BSA2007 The Perfect Starm  |UT SAMDY 54070 SaLT LAKE
10 (0100 T7T|6/5/2007 The Perfect Storm | bid AMHERST 01002 HetPSHIRE
11 (0100 T78|6/5/2007 The Perfect Storm | UT DRAPER 84020 54LT LAKE
12 (0100 T78|6/5/2007 The Perfect Stom  |UT DRAPER CITY' 5184020 UT4H
13 (0100 778|6/A2007 The Perfect Starm | UT MURRAY 8121 54LT LAKE
14 (0100 778|6/A2007 The Perfect Starm | UT SAMDY 54070 54LT LAKE
15 (0100 778|6SA2007 The Perfect Starm | ké AMHERST 01002 HaMPSHIRE
16 (0100 779|6SA2007 The Perfect Starm | UT DRAPER 54020 SaLT LAKE
17 [mon T79| 62007 The Perfect Starm | UT DRAPER CITY 584020 UTaH -
o | V[

An hourglass indicates the data is being extracted. Once complete, you will receive confirmation.

L
\]:) Export completed!
04

The data can then be accessed from the location selected during export and manipulated as you wish
for report creation.

The Excel sheet originally has some formatting issues you can change easily to allow for sorting, etc.
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Select the range:

01002

121

0210

Help on this error

Ignore Error
Edit in Formula Bar

You may also need to select Format, Rows and Autofit to read to resize the fields.
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Credit sales tax on an invoice

1.

To credit an invoice for the full amount of sales tax previously invoiced, right-click an active batch and
select New Credit Memo.

To locate the invoice or job to credit, you can either enter the Customer’s account number and the
Invoice Date range, you can enter the job number in the field provided, or enter the invoice number to
be credited. Click Load.

x

—Search Parameters (Al the entered parameters will be combined to perform the search)

Customers#: I ﬁ I ﬁ ﬂ
Invoice Date From: [ 8/1/2003 =]  Te:| 31472008 x| Load
{The date range is onty used when searching final invoices for a specific customer)

Job#: |1 295 =] |Sales Tax |

Invoices: | j | |

: Batch | Fiscal | Fiscal Invoice =
Invoice# | Batch # T ||| Job#¥ | Customers Customer Hame Date Status _I
LJ 11210 1967 | DI 12| 2009 1285 0200 ABC Company 5/2/2009 Final
iﬁ 11215 1969 | D1 12| 2009 1285 0200 ABC Company 9/14/2009 Adjust
3 |- 11220 1969 | DI 12| 2009 12585 0200 ABC Company 8/14/2009 | Adjust

i o[
Cancel | oK

PrintStream takes the original line items on the invoice number selected, places them into a new
invoice, and automatically changes the quantities from positive to negative to yield a credit invoice.

Lnes | Balance Postage | Bil TorShip To | Miscelianous | Dummy invoice | 4 Deposits | Notes | Alocations | Preview | Job |

(TD" Job aty | Hot Key | Services | Setup cn:‘;;esl Rate per | Argint | Subtotal | TaxCode | Tax % |Tax Amtl

m 1295 0.000 Credit Memo for 000 0.00  0.0000 Headini 0.00 0.00 0 0.0
Invoice#: 11210 A
Job#: 1295 |

O s 0.000 Sales Tax 000 0.00  0.0000 Extend]~ | 0.00 0.00 0 0ao

i 1285 -1.000 Programming 000 000 750000 @Facty| 7500  75.00 00 0 040

= 1295 -1.000 Convert Disk'via E-Mai  0.00  0.00  50.0000 @ Eact _ 5000 -50.00 00 0 000
OR BBS |-

= 1295 -50000.000 Barcode Qualify 0.00  50.00  7.0000 W Per 1v| 700 -350.00 02 0 0ao

i 1285 50000.000 Merge/Purge 0.00 7500 7.0000 W Per 1x| 700 -350.00 02 0 000

= 1295 -50000.000 Output to Laser 000 50.00  4.0000 WPer1_ 400 -200.00 00 0 000
Tape/Disk ]

= 1285 -10000.000 Ciy: LUCAS VALLEY 000 000  0.0000 Hone |_ 0.00 0.00 00 0 -10.85
State: CA ZP: 94903 (S

= 1205 _40000.000 Non-Taxable 0.00  0.00 _ 0.0000 Hone [~ 0.00 0.00 00 0 0.0
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To credit a partial amount of the sales tax previously invoiced, right-click in the Lines tab and select
Allocate Taxes by Zip.

Change the Total No. Pieces to the quantity previously invoiced to the zip code destination. For
example, 10,000 pieces were allocated to Lucas Valley, CA, 94903 in the example below.

I Lines |Ealance Pustagel Bill To/Ship TDl Misce\laneuusl Dummy Invuicel |3 Dapus'rtsl Nutasl Allucatiunsl Preview | Job I
S0l Jope aty | Hot Key | Services Setup | Hin | Rate per | 49U | subtotal | TaxCode | Tax % |Tax Amt| Total Amt
U Charges Price
1295 0.000 Sales Tax 0.00 0.00 0.0000 Extend: > | 0.00 0.00 0 0.00 0.00

1 1295 1.000 Programming 0.00 0.00  75.0000 @ Eact x| 75.00 75.00 00 0 0.00 75.00

1 1295 1.000 Convert DiskVia E-Mail 0.00 0.00  50.0000 @ Eact 50.00 50.00 00 0 0.00 50.00
ORBBS |

- 1295 S0000.000 Barcode Qualify 000 S0.00 7.0000 M Per 1= | 7.00 350.00 02 0 0.00 350.00

1 1295 50000.000 Merge/Purge 000 75.00 7.0000 M Per 1> | 7.00 350.00 02 0 0.00 350.00

1 1285 50000.000 Output to Laser 0.00. 50.00 4.0000: M Per 1/ 4.00 200.00 00 0 0.00 200.00
Tape/Disk s

1 1295 10000.000 City: LUCAS VALLEY 0.00 0.00 0.0000 None  _ 0.00 0.00 00 0 10.88 10.85
State: CA ZIP: 94503 o

o 1295 40000.000 Non-Taxable 0.00 0.00 0.0000:None |+ 0.00 0.00 00 [} 0.00 0.00

Change the Total No. Pieces to reflect the quantity allocated to the zip code. We will not use the job
quantity when crediting a partial amount of the sales tax.

Change the quantity for the number of pieces allocated to the zip code. In this example, we changed it
from 10,000 to 1,000 pieces.

Tax ZIP Allocations for Job # 1295

Total No, Pieces: [10000 Total Entered: Unallocated:
Zip Code:l Cit_l,J:I vl Courty: | |
F'ieces:l Hate:l:l Shate; | | | |
Add
Load Allocations Fram Shipping
Fieces F"I' :t; ZIF City Cotinty State i
1 1000 0.0775 94303 LUCAS WVALLEY MARIN CA Remove
4 | il
Cloze | Save |
Click Save.
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The invoice auto-creates a credit line based on the quantity inserted and the sales tax for the zip code

destination.

Lines | Balance Postage | Bil To/Shin To | Miscelaneous | Dummy Invoice | $ Deposits | Notes | Alocations | Preview | Job |

(i': Job# | aty | Hot Key | Services Setup Ch:r';% Rate per A";?i:;" Subtotal | Tax Code | Tax % | Tax Amt| Total Amt

] 1295 0.000 Credit Mem for 000  0.00  0.0000 Headiny 0.00 0.00 0 000 0.00
Invoice#: 11210 -

| Job#: 1205 | |

=] 1295 0.000 Sales Tax 000 000  0.0000 Extendi | 000 .00 0 oo 0.00

= 1295 -1.000 Programming 000 0.00 750000 @Eact~| 7500  -75.00 00 0 om0 75.00

= 1285 ~1.000 Convert DiskVia E-Mail 000 0.00  50.0000 @ Eact _ 5000 -5000 00 0 oo 5000
OR BBS ||

= 1295 -50000.000 Barcode Qualify 0.00 50.00  7.0000 MPer 1x | 700 -350.00 02 0 om0 -350.00

i 1285 _50000.000 Werge/Purge 0.00 75.00  7.0000 MPer 1| 700 -350.00 02 0 om0 -350.00

= 1295 -50000.000 Output to Laser 0.00 50.00 40000 MPeri_ 400 -200.00 00 0 om0 -200.00
Tape/Disk |

= 1295 1000.000 City: LUCAS VALLEY 000  0.00  0.0000 None |_ 0.00 0.00 00 0 =543 543
State: CA ZIP: 94903 7

= 1295 9000.000 Non-Taxable 000 0.00  0.0000 None = 0.00 0.00 00 0 000 0.00

7. If you right-click the sales tax line created and select View Tax Breakdown, you are able to see the tax
credit calculated.

isj. Tax Break Down

Qty = 1000 Unit Price = 0.070000 Production = ($70.00) Freight = $0.00

Pradu ction Fre ight Tatal Tax Amt
Tan & T At Tax®  Taxhmt
City LUCAS VALLEY 0.000000 000  0.000000 0.00 0.00
County MARIM 0070000 0700 0.000000 0.00 0,70
State [ 0062500 -1.38  0.000000 0.00 -4.38
MTA City 0.000000 000  0.000000 0.00 0.00
MTA County 0.005000 A0.35  0.000000 0.00 0.35
Total 5,43 0.00 5,43
Cloze |
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Startup Balance Import

Overview

The first step in establishing accounting balances in PrintStream is to choose the month you are going “Live” with
accounting. Going “Live” means you are no longer going to rely on your old accounting program; all day-to-day
transactions from this point forward are recorded in PrintStream.

We recommend in most cases that the Production system has been “Live” for at least one month before
Accounting goes live.

For ease of understanding this document, we will use the “Go Live” date of January 1, 2005.

Before entering any beginning balances, make sure you have finalized and closed your last period in your old
system (December 2004 for our example). Reports and information you will need from your previous accounting
system dated 12/31/04 are:

e Accounts Receivable Aging Report
e Accounts Payable Aging Report
e Detail of Postage Deposits by Customer

e Report or balance detail for all Postage Inventories — including all stamp denominations, permits and
meters

e Detail of all valued Material Inventory

e Trial balance or list of balances for all G/L account numbers

Establishing Sub-Ledgers

Note  Choose one revenue account for A/R invoices and one expense account for A/P invoices. All G/L
postings that occur related to creating these sub-ledgers will be reversed. Therefore, it does not matter
what G/L account is used at this point.

Accounts Receivable - Invoices

You have several different options to choose from when establishing your PrintStream Accounts Receivable
Aging. The option you select depends on how much detail you want to transfer forward, and how much time you
have to input the data.

Option 1: Using AR Invoice Import
AR Invoice Import using PCS Import Functions:

To setup, create a .pcs file (.txt file) (comma delimited) as follows:

[Invoice description], [Invoice date], [Customer Account number], [job#], [N], [blank], [0], [Activity#], [allocation
amt], [asterisk}, {invoice total}

Invoice description: Prints in the order number field found on the miscellaneous tab of the invoice. You may
want to reference the original invoice number from the previous Accounting software in this field for cross
reference purposes. This is a required field.

Invoice date: The date referenced for the first line item in the pcs file will be also be the batch date or the
period the invoice(s) will be posted to in the general ledger, as well as the invoice date that will appear
on the first invoice, thus affecting your AR Aging report. The invoice date for the subsequent lines will be the
date referenced to the line in the file. If you have invoices you want posted to various periods, you must create
one pcs file per period with those invoices referenced in the file.

Customer account number: This field is required and it must match an established account number in
PrintStream. Eight characters is the maximum limit for an account number.
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Job #: This field is required. Use the PrintStream miscellaneous job number 999999 for the import.
N: Required

Blank: Leave a space before the comma. This is a required field.

Zero: Enter the number zero (0). This is a required field.

Activity #: The activity code used must be a valid activity code in PrintStream. The description referenced on the
invoice line will be the same as the activity code description. It's recommended to set up a new activity code
titled “Startup Balance” in one of the beginning or ending cost centers. After using the AR Invoice Import to load
your beginning invoices, this activity code can be set as inactive by your PrintStream Accounting Support Rep.
The activity code must also be linked in Link to GL. This is a required field.

Allocation Amt: The dollar amount of the invoice balance. This is a required field.
Asterisk: Place an asterisk in this field. Required.
Invoice Total: The total amount of the invoice. This is required.

The Excel spreadsheet titled 600_500_02 Acct AR Invoice Import may also be used to import the invoice
information. This spreadsheet is included in the Master Migration Templates. Specific instructions on its use are
located within the spreadsheet itself.

The Invoice Import file should be saved in the PSExtern folder located in the Stream directory to the Livedata
database as a .PCS file type. Data in these files can be verified by reading them in Notepad. If the file is created
in Notepad, verify that the file extension is .pcs and not .txt. If .txt shows as the file extension, please remove it.

It is recommended to title the .pcs file with a date or an easily identifiable name to avoid duplication of the import.

This is how it should look in Notepad:

I startupi.pcs - Notepad

File Edit Format ‘iew Help

369360, 7/31/2006, 111, 999999, N, , 0, 11000, 500.00, ¥, 500.00
369402, 7/26/2006, MAILSHOP, 999999) N, |, 0, 11000, 1256.36, ¥, 1256.36
368553, B/1/2006, ABCOL, 999999, N, , 0, 11000, 435.63, ¥, 435.63

The aging information can be obtained from your current accounting software by exporting it to excel, matching
the columns to be in the order above, then saved as a .csv file which is then renamed to be a .pcs type file.

Once your aging has been exported to excel, strip any extra columns, sub-totals, headings, etc. and save in the
format shown below.

Invqic_e Invoice Customer Job # N Blank Zero Activity Invoice * Invoice
Description Date Number Code Amt. Amt.

new one 10/15/07 1 999999 N 0 11000 9999.00 * 9999.00

41184 7/11/06 1 999999 N 0 11000 7769.38 * 7769.38
Make sure the cells are formatted as General with the exception of the columns that hold the date and the
amounts.

Save the file as a type .csv, then rename to type .pcs through Windows explorer.

Import the file as stated in the following instructions.
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To begin the import process

1. Select the ARInvoicing Import Program. Placement on the menu is user defined.

E—
Postage
Sales Analysis
Accounts Receivable

E ]
A
BusinessActivityStatement
AR Invaicing Import
ARPriceListnvaicing E|

Accounts Payable and General Ledger
Printstream Scheduler

2. Select PCS from the taskbar at the top of the screen and then select Import .pcs file. A window titled
Get Data from PCS appears.

3. Click Select PCS File to Import. Windows Explorer opens for you to the Livedata/Psextern folder.
Select the correct PCS file for import.

Get Data From PCS

Select Company Code
onper I

The System Flag iz zet ko MOT admit pieces quantities in the PCS file.

LCloze Select PCS File to Import ‘

Activity
Code Subtotal

Account Diate

pary
e l Ired D ke

Customer lTransactlon

Tax J Total

GL Account ] Description Postage l

Point to 'PCS” file.

Laok in: ]Lf}pcs L} i EF Ea-

|#] 030106, pcs
A |] 050106, pcs
by Recent  ||3]050206.pcs
Documents 3 053006 pes
%] 070106, pcs
] 072506.pcs
Desktop %] 100104.pcs
: 3 shellyl.pcs
’) 3 shelly2.pcs
3 shelly.pcs
%] Sharteut to 100104.pcs

— 3 skartupl.pcs
gj ﬂ startup.pcs

My Documents

My Camputer
‘8 File name: I _:] Open |
My Metwark Files of type: JText [".pcs) LJ Cancel
Flaces

I Open as read-only
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4. After selecting the correct file, the data from the .pcs file populates the grid. This data saves to the
ARInvoicing Import.mdb file.

«f AR Invoicing Import
File  Ackion  PCS

BatchlD Eocrg%:ny Il D ggg;?ms; TraBs:;gllon Aég;:;y GL Account [Diescription Subtotal | Tax Total PODSE?QB Bat
172 n 575111 /20060 1000 O1-00-4011 Startup Balances h00 i 538 Yes
172 m 576 MAILSHOR 7/31/2008 11000 01-01-4011 Startup Balances 1258636 579452 13443052 Yes
172 M 577 ABCO 2006 11000 @1-01-4011 Startup Balances 43563 ] 43063 e

Note  Any records with red cells must be corrected before the data can be imported to the AR
Invoice Entry program. This can be corrected by selecting Action and then Delete All Data in
Access DB. Next, edit the .pcs file and correct the line items that appeared in red when
attempting the import.

af AR Invoicing Import

File WYl PCS
— Load Inwoices in the grid - —
6 Excport Invoices To PrintStream Bsaatgtlon Accgggy GL Account Description Subtotal | Tax Tatal P%S'Ea?ge Bat
: Delete Updated Batches Only 142006 17000 | 010040111 Startup Balances 500 i 535 Ves
Delete Al data in Access DB 1/2006 17000 071-01-40M1 Startup Balances 12586.36 B7.9452 13443052 Yes
e | T eed1 /20060 17000 01-01-4011 Startup Balances 435,63 i} 435,63 ey

5. Once the import problems have been resolved, select Action and Export Invoices to PrintStream.

& AR Invoicing Import

Gile  Ackion  PCS
C Cush T tion | Activib - Pt
BatchlD ocrgﬂaeny Ireel D ACUCSD?JFES; [aBS;:g (eI ECDIEL}' GL Account Drescription Subtotal Tax Total %Sf?ge Bat
172 01 575 111 FANA2006 0 110000 01-00-4011 Startup Balances 500 is) 535 Yes
172 01 576 MAILSHOP 7/31/2006 110000 01-01-4011 Startup Balances 125636 87.9452  1344.3052 Yes
172 01 577 ABLCOT FANA2006 11000 01-01-4011 Startup Balances 435,63 1] 435,63 ‘es

The line items become shaded as they are being imported into PrintStream. The export automatically
creates an AR Invoice Batch, and marks the invoices as Final. The newly created batch number and
invoice number populate the grid.

The batch can now be verified in AR Invoice Entry and you can print the invoices if needed. You should
generate an AR Aging report from PrintStream and compare it against the AR aging report from your
old accounting software and verify the two reports match.
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The last step required is to post the batch to the GL and then do a journal entry to reverse the entries
created in the GL — a debit to the applicable revenue account and a credit to Accounts Receivable.

" AR Invoicing Entry - Company: 01 - Alaska Inc. --- Plant Code: 0100

File Batch Invoice Options Help

9| 5 1

A/R Invoicing Entry Lines | Balence Postage | Bl Tasshio To | Miscellneous | Dummy iwoice | 8 Depasts | 45 dotes | Atocetions | Preview | yob |

Active Batches |FDS‘E,, Batohes | IGroup|  Job# Gty | Services Setup

Tax

Rate por | 4wy Unt Frice| Sudtotel (Tax Code| | iy

TExAmll Tatal Amt | o

Min
[cherges:
= EJ Company: 01 - Plart. 0100 533389 1.000 Startup Balances 000 000 5000000 @Eact v 500.00 50000 O7 7 35.00 535.00
-1 aran
T 4735 - shelly -M
71 4738 - psa inwaic
) 4783
7 a7ss
<) 4775 - morika's
] arm
) a7ee
-5 arer
7 4304
-7 ag0s
) ams
2 4ata
-] ap20
7 as2

-1 am2r

Inv#t 41282 Final
- T1J Invat 41283 Final

Inv# 41284 Final

Option 2: Enter outstanding invoices individually

Using the Miscellaneous Invoice feature (no job number is required), an invoice may be generated with a
description of the previous system’s invoice number. Do not break out sales tax or postage.

@ A/R Invoicing [Advance] for Alaska M= ES

File Batch

Inwvoice  Options Help

ole| 0 o Sl

Lines |" Balance F'ostagel Bill ta/Ship tol Misc | Dummylnvoicel E-i Depositsl Notes | Allocationsl F'reviewl

- Sel Mi &g Unit
&clive Batches | Posted Batches | Oty | Services ” Eh;r:g Rate per \Ii-'glicem Subtatal |Ta:-: Cod
- @ Batch 292 1 Invoice # 12345 - bal forward 123067000 Each = 1235.67 123567 00

LS w0108 Final

This description, which indicates the invoice number from your previous system, also appears in the cash
receipts screen. This assists in determining what your customer is paying.

E A/R Cash Receipts for Alaska =] =]

File Batch

Allocations  Help

o U] | & |aal

sh Receipts Unpaid Invoices | Paid Invaices | Postage Allocation |
- Date [ Inwtt | Details | Inwamt | Balance|  Appled[Job#t [ PO$
e Belis ek | Pasted Baiches | Ti70e701: 10108 Irvaice B 12345 - bal. forward 123567 1.235.67 000 939939

- Batch: 200
&P Baich: 201
& Batch: 202

RecH#E0042
Rec#E0042
=] Rectt50044
=] RecHBi04s
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You may group your invoices by their aging bracket (30, 60, 90 day column), and enter them accordingly into
separately dated batches. Example; for all invoices showing in the 90 day column on your old aging report, set
the batch date 90 days in the past. The invoices may be dated with an older date too. By using this method you
can almost exactly replicate your existing aging report.

This is the most time consuming, detailed method.

Option 3: Enter outstanding invoices in group totals by the aging bracket

Using the Miscellaneous Invoice feature (no job number required), create one invoice for each of the total aging
brackets. For example, if you have 5 invoices for a specific customer that all appear in the 60 day column on
your aging report, enter the total of those 5 invoices as one. You could fill in a description like, 60 days —
Inv.1122, 1125, 1138, etc., listing all the invoices outstanding in this group. Use a batch date 60 days old so that

this invoice is “aged” properly. This option does not give you quite as much detail as Option 1, but it will limit the
amount of data input required.

[® AR Invoicing [Advance) for Alaska = 3] x|
File Batch Inwvoice DOptions Help

Sle| T o Sl

AR In‘roici_“g_ LE’= Lines |" Balance Postagel Bill to/Ship toI Misc I Dummylnvoicel E‘E Depositsl Motes I Allocationsl F‘reviewl

; Se Mi Awg Unit
Active Batches | Posted Batchesl Hty | Sehies ty Ehgg il [Pt \I;‘E:icem Sl |Tax B
- ® Batoh: 29 1 B0 daps - Inv. 112211251138 10526.6200]@ Each v | 10526.62 10526.62 00
¥ @ Batch: 296
W Batch: 295
As with Option 1, the invoice details are visible from the cash receipt screen.
B3 A/R Cash Receipts for Alaska & x|
File Batch Allocations:  Help
¢| Dj| i| $ |m|
Cash Receipts Urpaid Invoices | Paid Invoicesl Postage Allocationl
" Date | Il | [Dretails | Iy At | Balancel Appliedl Job# |
Active Batches | Posted Batches | /02001 10110 60 days - Inv. 112211251138 T0528.62 1052062 000 933939
B Batch: 200
@ Baich: 201 Edit Cash Receipt
& Batch 202 : .
a Eatch: 203 . . Edit Cash Rece.fpts
& Batch: 203 Batch #: [300
1= Baich: 269 Receipt #: [50046 Date: [17/02/07
=& Batch: 300
a—E:l FecHS0045 Custorner i |31
Head Office: | |
Check. #: |B598? Payer: IF'acific Crest Mills
Bank Mame: I Branch Mame: I
Receipt Amount: IEDDD Details: IF'a_\Jing'|122
| [ Allacation I |
i { &R [5a00 Postage Deposit: [o Unallacated: 0.0 ]
Feset | Cancel I Finish I

You can refer to paperwork from your previous system for any payment discrepancies.
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Option 4: Use the outstanding grand total from the previous Aging Report

The least time consuming way to create your new aging report is to enter one invoice for each of your customers,
by using the grand total outstanding from your previous aging report. You could use a description like “Balance
Forward”. Then as invoices are paid you can apply them to this outstanding balance until it is cleared. You can
always refer to your prior system or prior paperwork to resolve payment discrepancies and aging information.

You can use any combination of the options listed above. For example, if you have a customer with a difficult
Accounts Receivable history, enter them using option 1. Others may be entered using option 2 or 3.

Accounts Receivable - Money on Account

To record money on account for your customer (suspense money or prepayment of services), simply record a
cash receipt in the applicable period for the customer. Leave the money on account; do not allocate it to an
invoice. This total should be factored into the total aging balance.

An unapplied cash receipt results in a debit to cash and a credit to Accounts Receivable.

Once all invoices and monies on account have been entered, print an A/R Aging report from the AR Reports
Module/Month End Reports and verify it matches exactly to the aging report from your prior system. This figure
should also correspond to the dollar amount shown in your prior systems General Ledger account for Accounts
Receivable.

After you have confirmed the totals on this report, post all A/R Invoice and Cash Receipt batches used to create
these start up balances. Remember to do a journal entry to reverse the AR invoice batch posting as well as the
Cash Receipt batch posting.

Accounts Payable

As with Accounts Receivable, you have more than one option to choose from when establishing your Accounts
Payable Aging balance. The option you select depends on how much detail you want to transfer forward and
how much time you have to input the data.

Option 1: AP Import from General Ledger

Complete the 600_500_03 Acct AP Invoice Import.xls spreadsheet provided by EFI PrintStream in the
600_Accounting folder in the Master Migration Templates.

B3 Microsoft Excel - 600_500_03 Acct AP Invoice Import

@_] Ele Edit View [Insert Format Tools Dats  Window Help
i3 a2y ] |2

HRREE" NERS 1= RENE A <SR RN R A RSN RS 2 0 LN . B -0 - B I H\Eégﬁl
B9 - &

A B C D E F G H | J K
VErld.urs Vendors Due Vendors ] Vendor Vend_urs Invoice Dissection
Invoice Date Discount | Discount Invoice Invoice Details Amount Code EOR
Date By Date [ Percent Number

11/1/2008
01 100 11/1/2008  |11/30/2008 326 prints on check stub 100.00 0101012400 EOR

[y

—|o | =

Column A, Row 2: Enter the date of the batch. This date determines the period the invoices referenced in the
worksheet posts to the GL. To age your invoices accordingly, you may have several worksheets to download.
For example, for those outstanding with an invoice date of May would be in one worksheet, outstanding invoices
with an invoice date of June would be in a separate worksheet, etc. Each worksheet is downloaded individually.

Column A, Row 3 — End: Enter the same Company Code for all AP invoices in this batch.

Column B, Vendor Account Code: The vendor account number referenced must exist in the database;
maximum is 8 characters. This field is case sensitive.

Column C, Invoice Date: Enter the invoice date as determined by the vendor. The batch date determines when
this invoice will post to the GL, however the invoice date can be used on AP Aging Reports.

Column D, Due Date: Enter the date this invoice is due.
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Column E, Discount Date: If you have a date to collect an early payment discount by, enter that date here. If
you always take a discount for this vendor, enter the Discount by date which would be the Vendor Due date.

Column F, Discount Percentage: Enter the discount percentage for this invoice if it is paid early. Enter 2 for a 2
percent discount.

Column G, Invoice Number: Enter the vendor’s invoice number Alpha Numeric; maximum is 12 characters.

Column H, Invoice Details: The details appear on the Check Stub. This is not a required field, however it may
be useful. Limit is 30 characters alpha numeric.

Column I, Invoice Amount: The amount entered must be in a valid format. Enter a minus sign for credit
invoices. Do not enter $0 invoices.

Column J, Dissection Code: Dissection code - the Linked Account is used as the GL account to debit. Use the
same dissection code for each line item on the spreadsheet. If the dissection code has a tax code associated to
it, the Tax Rate is used to back calculate the Net Invoice Amount. For example, if you enter 100 as the Invoice
amount and the dissection code is taxed at 7%, then the subtotal will be $93.46 with $6.74 tax.

Column K, EOR: EOR = end of the record. Every row must be marked with EOR. The program stops reading
records that do not have EOR referenced on the line, as well as any lines after this point.

Before importing the worksheet, verify the corresponding periods are open in PrintStream. Next, open the
General Ledger program and select File from the taskbar. Then, select Create AP Batch with Invoices.

= General Ledger 01 Alaska Incorp - Plant Code: 0100 Company
File Options Help

Download Chart of Accounts

Create GL Journal from Spread
Create/Paost GLJoumal fram Spread

Download Budget For GL Accounts

Create AP Batch with [nvoices{begining Aging balances for the Yendors]

Shaw Printer
Detault Layout
Exit

Locate the Excel spreadsheet to import:

Find out the EXCEL File... 2]
Lok in: I@ usualP on Mt-server’ (F:] j ol 5 B

1 Mail_dat E Mail_dat Vendar Spreadsheet 20034l
1 Mail_Dat_7_2

1 Mail_dat_32

1 stream

_1%at Software

3 4P &gingd alancesSampledndComments. xls

B custheter option 4.avi

7] Fitree. mdb
[#1].J obCast mdb

| I
File: name: IAPAgingB atch.xls j Open I
Files of type: I"‘IS j Cancel

™ Dpen as read-only

Highlight the file and click Open. The .xIs file opens and imports the AP Invoice records into an AP invoice batch.

When the file has successfully imported, the last line in Column A indicates the Batch number and the number of
invoices that were successfully imported into PrintStream. The invoices can now be reviewed and modified. The
final step is to post the batch to the General Ledger. The invoice description auto-fills with the phrase,” Opening
AP downloaded from GL”.

After you have posted the AP invoice batch(s), create a journal entry reversing the transaction created in the GL
from the import. You will need to debit Accounts Payable and credit the GL expense account referenced for each
line item in the worksheet.

Option 2: Pay all outstanding invoices from your prior system

You could process payments, then distribute the printed checks as your cash flow would allow.
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Option 3: Individually record each outstanding invoice

Individually record each outstanding invoice from your prior system using the same logic as discussed in the A/R
invoicing section. You can also enter the past due invoices grouping them together by the aging bracket they fall
under. For example, if you have a vendor who has several invoices that are in the over 60 column, you can enter
them in a batch dated 60 days old which will age them correctly. You don’t need to be concerned with accounting
for sales tax or expensing each invoice to its related account number because all entries will be reversed in the
general ledger. Simply enter each of the invoice totals to the same expense account.

Once all invoices have been entered, print an AP Aging report from the AP Reporter Module and verify it
matches exactly to the aging report from your prior system. This figure should also correspond to the dollar
amount of your prior systems General Ledger account number for Accounts Payable.

After you have confirmed the totals on this report, post all of the Accounts Payable Invoice batches used to
create these start up balances. After posting the AP invoice batch(s), create a journal entry reversing the
transaction created in the GL from the import, debit Accounts Payable and credit the GL expense account
referenced for each line item in the worksheet.

Postage — Customer Deposits

For all postage money “On Account” or in “Suspense”, create a cash receipt in AR Cash Receipts for each
customer that has postage suspense money or postage money on-hand, and leave it un-allocated in postage.

Note  Once a job has been completed and invoiced in PrintStream any postage money due is now considered
Accounts Receivable. Therefore, PrintStream does not recognize negative suspense. If you have a
customer that you are tracking money owed for Postage you should create an Accounts Receivable
invoice. You can list Postage for Job xxxxx in the description of the invoice.

There may have a slight reconciling issue with the difference between what you used to consider part of your
Postage Liability and PrintStream tracks as Accounts Receivable.

There may also be some issues with un-billed jobs that have postage money earmarked. For these you may
need to use quick job creation, earmark the postage money and/or log postage usage to these interim jobs.
Please refer to the Postage Screens and Procedures.doc in the Help_Docs folder in your Stream directory for
further instruction.

Once all cash receipts have been entered, print a Customer Postage Balance Summary report from the Postage
Display and Reports Module to verify it matches exactly to the totals from your prior system. This figure should
also correspond to the amount showing in your prior systems General Ledger account number for Postage
Liability.

After you have confirmed the totals on this report, post all Cash Receipt batches used to create these start up
balances. Create a journal entry to reverse the transaction created in the posting: a debit to postage liability and
a credit to the applicable cash account.
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Postage — Inventory Balances

Postage Inventories may be established one of two ways.

When using either option, you will need to take into consideration any usage that has been logged into
PrintStream during the creation of the Customer Postage balances. The best way to do this would be to print a
Postage Inventory Summary report in Postage Reporter to check current PrintStream balances.

Option 1: Write a postage check

One option is to write a “fake” postage check for the total of all your permits, meters and stamp denominations. If
you choose this option, use a check number that is numerically out of range of the checks in your normal series.
You may allocate it to a number of different postage inventories, or you can write one “fake” postage check for
each type of inventory. For example, create one check for the total of your meter balances, one check for your
stamp inventories, etc.

2| Postage Accounting - Company Mame: Alaska - User: LS — |E|£|

File Postage Fefund Create Check Check Approval Fecord Postage Usage  Inventory Adjustmnet Help
=1 Request Check

Customer Pt o : =
Request/Edi i Yiew Check Allocations

Payeet: Requested Date: Tatal Check Amaount:

Amount:l Job Allocation Required: -

[Eelete

LCloze

Dable click at |nwventom Allacation to select it far editing.

Irventont Dezcription | Tyvpe | Amnaunt | Allacations
1 |[M45R7E 453 Alley Wwiay Meter $31.754.23 " Job Allocations
2 [P-2R8 31 Columbia Houge Permit $119.273.77 | Job Allocations
3 [533  453AleyWay Stamps $1.650.00 Job Allocations

After printing the “fake check”, update and post it to the general ledger. Create a journal entry to reverse the
transaction created in the posting: a debit to the applicable cash account and a credit to postage inventory.
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Option 2: Create a negative usage

The second option is to create negative usage using job 999999 for each inventory type. By creating negative
usage, you are actually increasing the balance on the inventory type while accomplishing the same result as
writing a check.

& Postage Accounting - Company Mame: Alaska - User: LS

File Pastage Refund Create Check Check Approval Record Postage Usage  Inventary Adjustmnet  Help

1% Postage Inventory Usage x|

~ Inventary

Customer Postage Refund AT T
Request/Edit Postage Ch.. Inventory#.IF'-SDD vl 12401 South 450 East
Print/Update/¥oid Postage Inventary Type: ouse Permit
Record Postage Usage .
Staterment Permiti: “
5 ~Jab
Postage Usage Entiy G| 0 | |
o

Job Postage |sage
Transfer Postage Usage And Deposit Details

Rate: 0.000  Apply Rate
Used | Spoiled Tatal
Quantity 0 0 0
Amount 1727377 0.00 1727377
- : $24.93
Postage Inventory Uza ll et Belvee [
Usage: [$117 27377
Are pou sure you want b return postage to the inventory? wentory Balance: $117.248.74

e | o | Ok I LClear | Cloze |

After entering all negative usage transactions they should be posted through the G/L posting screen, Post
Materials, Postage and Inventory.

Once all entries have been made, print a Postage Inventory Detail report from Postage Reporter and verify it
matches exactly to the totals from your prior system. This number should also correspond to the amount showing
in your prior system’s General Ledger account number for Postage Inventory. To post these transactions, open
the GL program/GL Posting/Post Materials, Postage and Inventory to GL. Create a journal entry to reverse the
transaction created in the posting: a debit to the postage spoilage control account and a credit to postage
inventory.

Material Inventory

Prior to establishing your Inventory Codes you should work with your PrintStream production contact as to the
best way to establish quantities, values and locations for all of your Inventoried Materials.

New inventory items can be entered (one at a time) through Inventory Master Files or (all at once) by
downloading a spreadsheet using the ‘Inventory Import’ Module.

Contact EFI PrintStream for the latest version of the Inventory Spreadsheet before continuing. We recommend
entering items first (one at a time) in test data, until you fully understand how the Inventory Module
functions and how the various reports display your codes, descriptions, etc.

For additional help in establishing Inventory Balances in PrintStream, please refer to the
InventoryandWarehouse.doc in the Help_doc folder available in your Stream directory.

Once all inventories have been entered, print a Period Inventory report and verify it matches exactly to the totals
from your prior system. This number should also correspond to the amount showing in your prior systems
General Ledger account number for Inventory.

After you have confirmed the totals on this report, post all Material, Postage and Inventory transactions used to
create these start up balances.
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WIP for Carry Over Jobs

WIP costs for jobs already in progress, at the go live date, can be imported into PrintStream through the Job
Cost Entry Module. There are two options for entering this information depending on how much detail you wish to
include.

Option 1 - Enter one transaction per job for the total WIP amount. It is recommended to set up a new activity
code titled “Startup Balance” in one of the beginning or ending cost centers. After beginning WIP balances have
been entered, this activity code can be set as inactive by your PrintStream Accounting Support Rep. The new
activity code must be linked in Link to Purchasing and Link to GL, as well as being setup as a Material in the Job
Cost Entry Module.

Option 2 - Enter each transaction for the job to the actual corresponding activity code. Each activity would need
to set up as a Material in the Job Cost Entry Module.

Downloading Transactions from Spreadsheet

Freight and other material expenses can also be imported into PrintStream via an Excel spreadsheet. Please
contact PrintStream Accounting Support personnel to obtain the spreadsheet.

Once the spreadsheet has been completed, select File from the menu at the top of the screen and then select
Download transactions from the Spread.

H Job Costing for 01 Alaska Inc. 0100

|File Window Help

Download kran

53

tions from the 5
Re-verify Plant For the Ikems
Eik

Job M atenial Entry

LN

Job Costing Matenal Entry

Windows Explorer automatically opens and allows you to select the worksheet to be downloaded. Highlight the
file and select Open.

When PrintStream has successfully completed downloading the file, the word LOADED appears at the end of
each line item in the spreadsheet. If PrintStream is unable to read a line item in the spreadsheet, an error
message appears at the end of the line item indicating the problem.

Note  The Job Cost Entry transactions downloaded via an Excel spreadsheet are posted through the General
Ledger, G/L Posting, Post Materials, Postage, and Inventory to G/L.
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Postage for Carry Over Jobs
For carry over jobs which already have postage usage on them, the amount can be imported using the AR
Invoicing Import Module.
Setup for Postage Usage Import
Make sure that the following items are already setup in PrintStream:
e  Customer record
e Job Number
e Postage inventory item (Use the same item for all jobs)

Create a Wordpad data file with the following information: date of usage transaction, customer account number,
PrintStream job number, postage instrument, actual usage created, quantity of pieces, notes.

File Edit Format view Help

6/1/08, 0200, 1117, p555, 300.00, 630, job A
6/2/08, 101, 1118, P555, 1352.52, 1685, job B
6/5/08, 200, 1119, P555, 2682.25, 4255, job C

This file is saved as a .use file and stored in the following path: P:\Stream\livedata\psextern\PCS. You may need
to create a folder named PCS within the PSEXTERN folder.
How to Import Postage Usage

Once the setup has been completed for the importing of postage usage data into PrintStream, you may proceed
with importing the usage file.

It is highly recommended the import process is first performed in a test database in PrintStream.

Select the AR Invoicing Import program from the PrintStream menu bar.

il PrintStream - DB: Fijil01a - Cmp: 01 Plant: 0100 i ] ]

File Options View Messaging

System Maintenance

Administration
Irventary
Estimating £ Order Entry
Furchasing
Shop Floor
Job Costing
FPostage
Sales Analysis
Accounts Receivable

Accounts Payable and General Ledger

Printstream Scheduler
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Select PCS from the task bar at the top of the screen and then select Update Daily Postage. A new window
displays.

AR Invoicing Import
File Action | PCS Postage Inventory Adjustment  Options

Import ' pes' File

Activity

BatchiD L Code GL Account Description Sub

Select Action and then select Import Daily Postage From PCS.

I Update DailyPostage

Ackion
Impork Daily Postage From PCS (. use) Postagd
Refresh Grid Postage OK? Date Fieces Arooun

Update Daily Usage in PrintStream

E:xit:

Windows Explorer automatically opens for you to select the .use or .muse file to use in the import. Double-click
the PCS folder and double-click again on the correct .use file.

Point to 'Var® file. = llﬁl

Laak it IE‘ pegrtern j = £¥ E-

. EMailatkachments
PCS
Recent Schemabef

UPS0105216-Y10 (5).USE

File: narne; I j Open

Files of type: |USE [*USE) | Cancel
[~ Open as read-only

d
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Point to "Yar' file. E:

Lok in: [ I FLS ~| & @& et -

0E0108,Use
070106, Use
070506, use
071805, Use
120706, use

2|x

File name: [peo10e Open

L] L

Files of type: JUSE [*USE) Cancel

[ Open as read-only

Invoicing Import

Update DailyPostage

Ackion
Cl:on;% Job# | Customert InEBDZEW FPaostage OK? Date Fieces iﬁiﬂ? Motes
1M 1117|0200 FEEE  |Yes E/1/2008 £30 300]iob &
2]l M ma (1 FEEE  |Yes E/2/2008 1685 1352.52|job B
3] o 1115|200 PEEE ez E/5/2008 4255 2682.25job C

Once this is done, select Action and then select Update Daily Usage in PrintStream.

Action

Import Daily Postage From PCS (L use)

Refresh Grid Postage OK? Date Pieces iﬁ;ﬂa‘? Motes
Yes 6/1/2008 30 300 jab &
Exit | [ves 6/2/2008 1685 135252 |jcb B
y ; ; ; | [ves 6/5/2008 42685 2682.25|jcb C

The line items in the grid become colored as they are imported into PrintStream. After all of the line items have
been imported, the grid disappears, indicating the import has been completed.

The usage import updates the jobs referenced in the .use file as well as the postage inventory item used.

Once the postage balances for all carry over jobs have been imported, log negative usage to the postage
inventory item used for job 999999 for the total amount.

After entering the negative usage transaction, it should be posted. To do this, open the GL program/GL
Posting/Post Materials, Postage and Inventory to GL. Then, create a journal entry to reverse the transaction
created in the posting: a debit to the postage spoilage control account and a credit to postage inventory.
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Billing Carry Over Jobs

There are two options for AR invoicing carry over jobs. The first option would be to manually create the invoice.
Each line of the invoice would have to be manually created and allocated to the correct GL account. The second
option would be to generate the invoice from the estimate. This would mean that the estimate information would
need to be entered into PrintStream prior to billing.

Establishing General Ledger Balances

After all sub-ledgers have been created and match to the sub-ledgers from your previous accounting system, you
are ready to enter your start up general ledger balances. There are 2 options available on how to load your trial
balance numbers.

Option 1: Verify Posting

Verify all batches used to create your sub-ledgers have been posted to the General Ledger, (A/R Invoices and
Cash Receipts, A/P Invoices, Materials/Postage/and Inventory, Postage Checks.) Print a trial balance dated
XXIXXIXXXX from PrintStream.

Create a journal entry to “zero” out all account balances. For example, if the A/R account is showing a Debit
balance of $25,000 create a journal entry to credit A/R for $25,000 and a debit to the revenue account selected.
If batches were posted to multiple periods, a journal entry must be created to each period to zero out the account
balances.

(Remember, a journal can contain up to 99 lines).

After completing and posting your reversing journal entries print another Trial Balance. Verify all account
balances are zero before continuing.

You can now enter a “Starting Journal Entry” to transfer all balances from your old system to PrintStream.
You may want to type “Start-up entry” in the line item details of your journal for future reference.

It is recommended when entering a large journal, such as this beginning balance entry, that you use a balancing
account with each journal. Because a manual journal can contain up to 99 lines, you may end up with an out of
balance situation as you reach this limit of 99 lines. Choose an account, such as a suspense account, to “plug”
the difference to in each journal. For example, if you are on your 98™ line (or thereabouts) and you have credits
totaling 25,000 and debits totaling 20,000 you will enter a debit of 5,000 to this pre-selected “plug” account.
When you begin your next journal your first entry should be a credit of 5,000 to this “plug” account to negate the
balancing entry you made in the prior journal.

Continue using this procedure until all accounts have been entered. The final journal entry should not require any
kind of balancing entry. If it does, a keying error may have occurred.

(If you do have to use a “plug” account for the last entry, you can go ahead and do so. It may be easier to do this,
post the batches and then review your entries in a report format, rather than trying to go back and look for
mistakes on your screen).

Post all General Journal Batches and print a Trial Balance. Compare the PrintStream Trial Balance to your old
Trial Balance and record any necessary adjusting entries.

If you are creating your start up balances in the last period of the year as with our example, the final step(s)
would be to perform the Year End Close and Postage Balance Transfer Utilities. The directions for performing
these Utilities may be found in the General Ledger Screens and Procedures document in the Help_doc folder on
your Stream directory.
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Option 2: Use the GL Import

Complete the 600_700_03 Acct Journal Entry Import.xls spreadsheet provided by EFI PrintStream in the
600_Accounting folder of the Master Migration Templates.

Line 1 = Header Line

Row 2, Column A = Batch Date (The date represents the period the entries will post to in the General Ledger),
date format (xx/xx/xxxx)

Column A, COMPANY CODE, text format

Column B, BRANCH CODE, text format

Column C, DEPT CODE, text format

Column D, GL ACCT NO, general format

Column E, D" or "C for debit or credit, general format

Column F, NOTES (Description of entry), general format

Column G, AMOUNT (numbers only, no $ needed), accounting format with decimal placing of 2

Column H, if the import encountered any difficulties, an error displays here.

B3 Microsoft Excel - 600_700_03 Acct Journal Entry Import

E_] File Edit View Insert Format Tools Data Window Help

iig fa d .
NEHRAIGRFEI8an- Fla- 08 -4 3]0 o - el - ® -|B 1 U
B11 - I3

A B c D E F G H ]
1 Debit or Credit Details Amount
2 11/02/06
3 (01 01 01 1200 D Notes 156987
4 [01 01 01 4000 C 156987

From the General Ledger program, select File and then select Create GL Journal from Spread.

Locate the .xls file and select Open.

{# General Ledger 01 Alaska Incorp - Plant Code: 0100 Company 01
File Options Help

Download Chart of Accounts |

Create GL Journal from Spread

CreatefPost GLJournal from Spread

Download Budget For GL Accounts

Create AP Batch with Invoices(begining Aging balances for the Yendors)

Show Printer
Default Layout
Exit

The spreadsheet opens and each line becomes highlighted as it is imported into PrintStream. Upon completion,
the last line of the open spreadsheet indicates the Batch that was created as well as the period and year of
creation. The entry can then be reviewed or modified from GL Entry and posted.
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EA Microsoft Excel - GLimport1_xls

J Eile Edit Yiew Insert Format Tools Data Window Help Acrobat

JD@Q|§@y ggg,|n.\gzﬁs%l|ﬂ@?jmial -0 . 131|5
m®
AT = | =|
A | B [ ¢ [ b ] E [ 3 [ 6 [ H ]

| 1 |Company C Branch CoDept Code Account_ Debit or Credit | Details Amaount
| 2 | 732004
|3 |0 o1 01 1200 D Startup Balance for July 2003 5636.02
|4 |01 01 o 4000 c Startup balan july 2003 5636.02
|5 | 01 m 1000 C Startup Balance for Dec 2002 15095

B |01 01 01 4000 u] Startup Balance for Dec 2002 150,93

8 |Batch 2179 was succefully downloaded to the DB to the GL Year 2004 Period 10

=1

Loading Historical G/L Info Using Spreadsheet

It is recommended if the import spreadsheet is to be used to load historical balances, a template type Workbook
is created and then individual workbooks be created by using the “template” and inserting the correct date and
data. When entering history balances into the spreadsheet, only use the difference for each account rather than
the ending balance for each account. For example:

Cash Operating account #01011010

Period Beginning Balance Ending Balance Difference
Jan 2004 50,000 40,000 (10,000)
Feb 2004 40,000 95,000 55,000

March 2004 95,000 98,000 3,000
April 2004 98,000 68,000 (30,000)
May 2004 68,000 105,000 37,000
June 2004 105,000 140,000 35,000
July 2004 140,000 125,000 (15,000)
Aug 2004 125,000 160,000 35,000
Sep 2004 160,000 180,000 20,000
Oct 2004 180,000 175,000 (5,000)
Nov 2004 175,000 160,000 (15,000)
Dec 2004 160,000 150,000 (10,000)

Using the above information, a worksheet with the date of January 31, 2004 would be created showing account
01011010 with a debit entry for $40,000. A second worksheet with a date of February 28, 2004 would be created
showing account 01011010 with a debit entry for $55,000; we only want to use the difference amount of the
previous month’s ending balance and the current month’s ending balance. This yields the true ending balance for
this period. A third worksheet with a date of March 31, 2004 would be created showing account 01011010 with a
debit entry of $3,000, etc.

This utility only reads one sheet per workbook. Be careful not to re-import the same spreadsheet. The GL import
program does not discriminate and it will download it again if that spreadsheet is opened.

Data shows in the GL Batch Status Display, the Batch Display Report, and the GL Batch Transactions Report.
The data posts as batch type GJ.

EFI PrintStream is available to help with this original set-up as needed.
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Work in Process Multi Labor

Overview

PrintStream allows labor to be tracked through work in process. This is an optional setting and requires activation
by PrintStream Accounting Support contact to look for the appropriate WIP account at the activity code linking
level rather than the control account level. Additional setup is also required by the user.

Multi WIP Activation

Define database as Multi-WIP

From Master File Reports, Link to Purchasing, click the setting Set SYSTEM as Multi WIP in the lower left corner
of the screen. A password is required for this step, and PrintStream Accounting Support can assist with this

activation.

Plant %ﬂ;‘g Activity Description LS Etljrlc_;:rsiL; Description Link. Ta Purchasing Puﬁ;ﬂflng Purchasing Sales Tax (B
0100 98001  Postage Chargeable P 0101011300 postage inventary 0200 Dizz hh® 5% K.ane Cou
0200 2901002C Poztage Chargeable 0200 P 0125011300 Postage [nventory 0200 Digs Ad 0% Sanpete [
0100 31010 DP Buyout g WP DP “Wip to DP expenze 0100 Dizs 00 0% nion taxabl
0100 3005  PURCHASE LIST 5 WIPDP “Wip to DP expense 0100 Dizs 00 0% ot taxabl
0100 32005  DATA ENTRY [Buyout) 5 mo1011200 wip oo Diss 00F 0% non taxabl
0100 34005 PROGRAMMING [Buypout) S WP DP Wwip to DP expenze 0100 Digs 00* 0% non taxabl
0100 50005 PRE-PRESS BUYOUTS g WP Print “WIP to Print Expense 0100 Dizs 00 0% nion taxabl
0100 50999 Paper Bupouk S WP Prirk WP ta Print Expense 0100 Dizs 00% 0% non takabl
0100 51011 PRINT #91-COLOR S WP Print WP to Print Expense 0100 Dizz 00° 0% non taxabl
0100 51012 PRINT #101-COLOR 5 1P Frint WP to Print Expense 0100 Diss 007 0% non taxabl
0100 51012 PRINT & PROYIDE LETTER g WP Print WP to Print Expense 0100 Dizs 00 0% non taxabl
mol] 51015 PRINT 6+3 1-COLOR S WP Prirk WP ta Print Expense 0100 Dizs 00% 0% non takabl
0100 51016 PRINT 912 1-COLOR S WP Print WP to Print Expense 0100 Dizz 00° 0% non taxabl
o0 51041 PRINT #9 2-COLOR 5 1P Frint WP to Print Expense 0100 Diss 007 0% non taxabl
0100 51042  PRINT #102-COLOR g WP Print WP to Print Expense 0100 Dizs 00 0% non taxabl
0100 51045  PRIMT 649 2COLOR 5 WP Print WP to Print Expense 0100 Dizz 00° 0% ok taxabl
0100 51046 PRINT 912 2-COLOR 5 WP Frint WP to Print Expense o100 Diss 00F 0% non taxabl
0100 60099 Laser Buyout S Dizs
0100 EB4006  LASER PROGR&MMING 8 moioi12o0 wip ooa Dz 00 0% non tarabl
0100 70005 DIE CUT BUYOUT 5 mo1011200 wip oo Diss 00F 0% nan taxabl
o0 70006 BINDERY BUwOUT 5 mo1011200 wip o100 Diss 00F 0% non taxabl
o0 81005  IMKJET BUYOUT 5 mo1011200 wWip omoa Disz 00F 0% non taxabl
0100 82005  CHESHIRE BUYOUT 8 moioi12o0 wip ooa Dz 00 0% non tarabl
0100 84005  HANDWORK BEUYOUT [TEMPS] S mo1011200 wip oo Diss 00F 0% nan taxabl
0100 86005  TABBER BUYOUT 5 mo1011200 wip o100 Digs 00F 0% non taxabl
0100 95005  BMCASCF TRUCKING BUWOUT S mo1011200 wip omoa Diss 00F 0% non tarabl
0100 95006 FREIGHT 5 omoioi12o0 wip ooa Dz Ab¢ 0% Sanpete [
000 95012 COURIER [Buyout) 5 mo1011200 wip oo Diss 00F 0% non taxabl
0200 21010008 Design Buyout 5 25011200 'w/IP-Plant 0200 0zo0 Diss 007 0% non taxabl
0200 2400000Z Print Buyout 8 025011200 'WIP-Flant 0200 0200 Diss 00F 0% non tarabl
0200 2600000 Bindery B uyout 5 0125011200 'WIP-Plant 0200 0200 Dz 00F 0% nan tarabl
0200 26071500E Stamp Buyout S Dizs
0200 2901000E Freight 5 25011200 'wP-Plant 0200 0z00 Diss 00F 0% non taxabl
o |
v SetSYSTEM as MultitwIP Print Grid Clase
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Create new General Ledger accounts and dissection codes

General Ledger accounts should be created for WIP Materials, WIP Labor and Labor Spoilage. For a multi-plant
database, there is one WIP material and one WIP labor account for each plant. You have the option of creating
more than one WIP material and/or WIP labor account, but most users are able to get enough detail from having
one of each.

Link the Labor Waste Control account in Masterfile Reports/ Accounting Structure / GL Plant Control
Accounts. Please contact your Accounting Support contact to obtain the password.

Alaska Incomp
ID'I ] _l; Company 01 Primary Location

Plant Control Account | GL IGL Eranchl GL | GL |GLAccount| GL Account Description

1 |APControldcct o b ain Branc| 01 tain Departr 2000 accounts payable

2 |APDizcount o M ain Branc! 01 Mair Departr 5100 ap dizcount

3 |APOffzetdcoount

4 |aPwWithoutlnvoices 0 b ain Branc| 01 tain Drepartr 2300 ap without invoice

5 |APwWithoutlnwaicesDifferenc 01 M ain Branc! 01 Mair Departr G000 ap without inve diff

E |AR_FFCredCardProcFee 0

7 |ARCommissionstcoruals 01 b i Branc| 01 Main Departr 2700 AR Commission Accrual
8 |ARCommizzionzddvancedP. 01 M ain Branc! 01 Mair Departr 1750 Advances on Commissions
9 |ARCommizsionsExpense 01 b ain Brancl 01 b ain Departr FA00 AR Commizzions Liability
10 | AR CommissionsPayroll 01 b i Branc| 01 Main Departr 2725 AR Commissions Payroll
11 |ARControldccaount o M ain Branc! 01 Mait Departr 1500 acoounts receivabls

12 |ARCustomer)obPrepayment 01 b ain Brancl 01 b ain Departr 2500 PrePayment on Job

13 |ARDefaultRevenue 01 b i Branc| 01 Main Departr 4000 zales revenus

14 |ARDizcount o b ain Branc| 01 tain Departr 5000 ar discount

15 |ARMaterialsStorageR evenu
16 |AROfsethocount

17 |ExtraCosts o b ain Branc| 01 tain Departr B200 extra costs

18 |FGLabCortraExpenze o M ain Branc! 01 Mait Drepartr 5450 Contra Expense Account
19 |FGMatContraE spensze 01 b ain Brancl 01 b ain Departr 5450 Contra Expense Account
20 |Freightdccount 01 b air Branc| 01 b ain Departr 4100 freight revenue

L abarsazte W ain Brancl 01 it Departr £1580 I ge
22 |MaterialSpoilage 01 b ain Brancl 01 b ain Departr G100 material spoilage
23 |Postageddjustments 0 b ain Branc| 01 tain Drepartr 2150 Prezort Postage Liability
24 |Postageleposits o M ain Branc! 01 Mair Departr 2100 postage liability
25 |PostageOffzet
26 |PostageSpoilage 01 b i Branc| 01 Main Departr B400 postage spoilage
27 |PostageUnbillable o M ain Branc! 01 Mair Departr 6300 postage unbillable
28 |SalesT axControl 01 b ain Brancl 01 b ain Departr 2200 zales tax payable
29 |ServiceCharges 01 b i Branc| 01 Main Departr 4600 service charge revenue
30 |WwWIP 1] M ain Branc| 01 Mair Departr 1200 wip

Mark Dissection Code as WIP

For all General Ledger accounts defined for use as Work in Process accounts, a dissection code is required.
When the dissection code for WIP Labor is created, select the Use as WIP check box. The dissection code may
either be created in Master File Reports>Accounting Structure>GL Chart of Accounts by editing the GL Account
and then select the Generate Dissection Code in the lower left corner of the window. Or you can manually create
the dissection code from Vendor Master File, Modules, AP Dissection Codes. From this screen, highlight the
appropriate dissection code, click the check box Use as WIP and save.
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Q‘ Vendors for the Company 01 Alaska

File Modules ‘“Window Help

_ﬁ

2| ) |da]

01 Vendors

|»

%' A/P Disection Code

Code | Description &
0701010123456 suellen added ]
0010105200  effice supplies expense
0101011200 wip
01011225 WP - East Coast
01011250 WP -‘west Coast
001011300 postage inventary
01011325 paper inventory
0011326 White Paper Inventary
1011327 Black Paper Inentary
1011350 matenial inventary
0101011400 finished goods inventary
001012300 ap wlout invoice
071012400 New disz code
01015000 ar discount
01015100 ap discount
01016000 ap without ire diff
MI0EI00 matenal spoilage =
ik o]

Code:

|D1 0m122s

Description: IWIF‘ - East Coast

Account Details:

Branch: Im

::I||Main Branch

Department: Im

P |
_'I|Ma|n Department

Account: |1 225 ::I'IWIF'-East Coast

~
Tax Code:
’7|DD jl 0% |n0ntaxable

Foldd | Save | Cancel |

E
E
[..
[..
[..
b
[..
o
[..
w8 S
[..
iy
[.
[.
[.
[.
b
[.

Link to Purchasing — material and subcontract

The Link to Purchasing program is located in Master File Reports, Accounting Structure. Linking within this
screen defines which General Ledger accounts are affected for all material and buyout activity codes.

Link to Purchasing Link to Inventory

Valued inventory WIP Materials Applicable Inventory Asset

activity code: paper, account: paper, raw, finished

raw, finished goods goods

Activity code used in WIP Materials Applicable expense account;

Job Cost Entry freight expense, plate expense,

etc.

Activity code used for WIP Materials None

buyouts/subcontracts
Flant | Acivity Code Activity D ezcription LMS GiL Link To Description Link To Purchasing Purchazing Sales Tax GL Link To lre

Purchasing Purchasing Plant

o100 82000 LABELING MATERIALS M 0101011200 wip (i) Diss__|00* 0% nan tawabl 0710105000
o100 32005 DATA ENTRY [Bugout] 5 00011200 wip 0100 Diss |00 0% non tasabl
0100 30000 DP MATERIAL M 0101011200 wip 0100 Diss__|00% 0% non taxabl 0101017300
o100 70008 BINDERY BUYOUT 5 Dooi1200 wip 0100 Diss__|00% 0% naon tasabl
o100 82008 CHESHIRE BUYDOUT § 00011200 wip 100 Diss | 00° 0% nan tausbl
0100 34008 HANDWORK BUYOUT (TEMPSIS | 0101011200 wip 100 Diss | 00" 0% non takabl
o100 36008 TAEBER BUYOUT § 0101011200 wip 100 Diss | 00" 0% non takabl
o100 50100 MNew FiG Code M 0101011200 wip 100 Diss__|00° 0% non taxabl 0101011400
o100 81000 INKJET MATERIALS M 0101011200 wip 100 Diss__|00° 0% non taxabl 0710105000
o100 70000 BINDERY MATERIALS Mo 0101011200 wip 100 Diss__|00° 0% non taxabl 0110105000
o100 73000 Pack/Ship Materials M 0101011200 wip 100 Diss__|00° 0% non taxabl 0110105000
o100 42000 PRODFING MATERIALS M 0101011200 wip 0on Diss__ | 00" 0% non taxabl 0110105000
o100 42500 PLATE MATERIALS M 0101011200 wip (] Diss__ | 00" 0% non taxabl 0110105000
0100 43000 ELEC. PREPRESS MATERIALS W | 01071011200 wip 0100 Diss |00 0% non taxabl 0110105000
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Accounting Notes for clarification:
Link to Purchasing controls:

e Debitin Accounts Payable

e Credit in Accounts Receivable invoice

e Credit and debit in Accounts Receivable with dummy invoice

e  Debit from Job Cost Entry

e  Debit from Inventory issue

Link to Inventory controls:
e Credit from Job Cost Entry
e  Credit from Inventory issue

e Debit from Inventory return

Link to General Ledger — Material and Subcontract

Define a General Ledger link for the revenue and expense accounts you would like to associate with each
activity code. This step normally takes place as part of the general accounting set-up.

01 10 10 6400 10 10 4400 290100001 Finished Goods Invertory | M Qompany:,i—

01 0 01 7400 01 01 2222 95020 Best Way Freight Chiarges | M =

o1 o1 M (¥300 01 M 4000 96005 Fav Materialz on Consignm b Branch: |25 :

01 10 10 E000 20 10 40010005 42000 PROCFING MATERISLS M Depa[tmentlﬁ

01 25 06 E0S0 25 OB 4000 260000000 [Bindery Materisls st —

0 25 02 EOS0 25 02 4000 210000000 | Composttion Materials M dccount: 5050 = |

01 25 03 E0S0 25 03 4000 220000000 | Electronic Msterials 1

01 25 05 E0S0 25 05 4000 240000000 | Paper 1

01 0 01 5200 01 01 4000 9501 4 FEDEX 1

Income Account :

01 40 10 OO0 10 10 4000 42500 PLATE MATERIALS M

01 40 10 BOOD 10 10 5000 44000 Manika's Test M Company: =l Incorp
01 40 10 BOOD 10 10 4000 95999 Rane Materials M ﬁranch:lﬁ dain Bra y
01 40 10 BOOD 10 10 4000 50002 MK, M —

o1 40 10 6000 10 10 4000 50004 PRIMTING Raly MATERIALS M Departmert: |16 ==

01 0 0 220110000 | Scan Materials 1 &Ccoum;ﬁouu :

0140 10 _&002 10 10 4000 50007 Black PAPER ] _

Accounting Notes for clarification:

Link to Expense controls:

e Debitin A/R invoicing for outside (subcontract, buyout) purchases and material entries from either Job
Cost Entry or Valued Inventory Issues when job is Final Invoiced.

Link to Revenue controls:

e Credit in A/R invoicing for sales of outside purchases and materials. When an activity code is selected
during the Estimating/Order Entry process, and the invoice is eventually generated from the
Estimate/Order, this revenue account is used for the line item.
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Labor WIP Activation

Before continuing with this section of set-up, confirm that all previous steps for multi-WIP activation have been
completed.

Confirm Rates Set-up

From Master File Reports, Production System, Rates Setup (for the System), confirm the rates are defined. A
typical set up would have the Labor rate + the Machine rate + Variable rate = Hourly rate. While this scenario is
typical, it is not required. Some customers have opted for setting up only an hourly rate and a labor rate, and not
defining a machine or variable rate.

Overall rate set-up is covered during pre-installation training and your best resource for detailed questions is your
PrintStream Production Support contact.

300 DP A0MIN =
Code Dezcription | Chargable | Hawrly Hate | | abor Hate | tachine Hate | " ariable | H4

1 |=0010 DP SET UP I B0.00 a0.00 20.00 10.00

2 |20095 DF ABSEMCE I~ B0.00 20.00 0.00 40.00

3 |20058 DP ADMIM/OTHER | B0.00 20.00 0.00 40.00

4 |30053 DP WO WORE. I~ G000 20.00 a0.00 10.00

Additional information regarding rates:
The hourly rate is typically a fully loaded rate or all inclusive rate.

The labor and machine rates allow you to break down the hourly rate into a direct labor and a direct machine
rate.

The variable rate typically represents the overhead portion.

The Work in Process Reports have options to generate by either hourly, labor or employee labor rate.

Coszting Method
¢ Activity Hourly Bate [

™ Activity Labar B ate [ Include Time Rate Factar

(" Employes Labar Rate
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Determine desired posting method
The following resides in a password protected area. Your PrintStream Accounting Support contact will assist with
this setting.
You may choose to post labor transactions as follows;
1. By total hourly rate (first radio button).
Pozting Labor Cost to the WP option
< Labar Cost will be recorded ta [from] the 'WIP Labaor Direct Account and Applied Labor Direct Account
az the Activity Hourly Rate * by Hours

" Labar Cost will be recorded accordingly ta the WIP Labor Account(s) as - ze DEFALLT time rate

o i i - IJze Employes for Employes when
[ Activity Labor Rate * Hours [&pplied Labor Direct Account] Fate az Labor Rate posting by Employes
Rate

[ Actvity Variable Rate *Hours  [Applied Labor Yariable Account)

[ Activity Machine Rate * Howrs  [&pplied Labor Fiked Account)

2. By Labor rate alone, as in the following screenshot. This setting is the most commonly used.

— Posting Labar Cogt to the WP option

Labar Cozt will be recorded ta [from] the WP Labor Direct Account and Applied Labor Direct Account
az the Activity Hourly Bate * by Hours

EUSE DEFALLT time rateé
r |1z Employes r ffor Employes when H
Rate az Labor Rate ipozting by Employes
Fate

¢ Labor Cost will be recorded accordingly to the 'WIP Labor Account(s] as
I &ctivity Labor Frate * Hours [&pplied Labor Direct Account]

[ ActivityWariable Fate * Hours  [Applied Labor Yariable Account]

[T &ctivity Machine Fate *Hours  [4pplied Labor Fiked Account]

3. By a combination of Labor + Machine + Variable. With the proper linking (covered further in the
document), each of these labor components may be linked to separate Work in Process and Applied

Labor General Ledger accounts.

Pazting Labor Cost to the ‘WP aption

~ Labor Cost will be recorded to [from) the '/IP Labor Direct Account and Applied Labor Direct Account
az the Activity Hourly Bate * by Hours

+ Labor Cost will be recorded accordingly to the 'IP Labaor Account(s) as Use DEFALLT time rate

o _ ; Uze Employes for Emploves when
Iv Achvity Labor Bate * Hours [&pplied Labor Direct Account) Fate az Labor B ate pasting by Emplayes
Rate

[v¥ ActivityVarable Fate *Hours  [Applied Labor Yariable Account)

[v Achivity Machine Rate *Howrs  [Applied Labor Fized Account}
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This detailed method of tracking the expenses in three labor expense accounts requires additional activation.
Please contact PrintStream Accounting Support.

If you choose to use the employee rate as the labor rate, as well as using the default time rate for the employee
when posting the employee rate. These options are explained after Option 3 later in this document.

Note Examples of how each of these settings posts to the General Ledger are provided later in this
document.

Linking Labor Activity Codes

Master File Reports>Accounting Structure>Posting Labor Activities (Special Setting). This program requires a
password which may be obtained from PrintStream Accounting Support.

This screen allows for linking of a WIP Labor account, an Applied (accrued) Labor account, a Labor Expense and
a Revenue link all in one screen. It also allows for easy application of the same G/L link for all activities within the
same cost center.

Begin by selecting the plant code and cost center. Complete the upper portion of the screen by filling in the WIP
Labor, Applied Labor, Income and Expense sections with the applicable accounts. Then, click the Create Link
button and the bottom portion of the screen, which contains a complete listing of all labor activity codes within the
cost center selected, will be populated with the General Ledger account defined above. Continue clicking Create
Link for the WIP Labor section as well as the Applied Labor section. For the Income and Expense section, click
the grey buttons labeled Income and Expense.

Flat Im a0 L
—WIP Labor — Applied Labor
GL GL GL GL
Branch | Dept GL Account Branch | Dept GL Account
Direct ] ] 1210| Create Link Direct 1) 1) 5460| Create Link
" ariahle 01 01 1210| Create Link, " ariahle 01 01 5460| Create Link,
Fixed ] ] 1210| Create Link Fixed o )| 54B00 Create Link
Income Br | Income Dpt p Expensze Br |Expenze Dpt] Expense p
Code Code Income Acct] Create Link Code Code Aot Create Link,
01 0| 4270 Income |01 1 5270 Expense
L WIP | WIFP [WIF Labor *WIP | WIP [WIP Labar "WIP | WIP [WIP LaborApplied|2pplied . Applied |Ap)
ERTIQE Awctivi D Labor | Labaor | Direct Labor | Labor | Wariable | Labor [Labor]  Fised | Labor | Labar L ﬁ;pp:!)e_d L abor E
h an Cyd S50 | Direct | Direct | Account [Variable|Variable| Account | Fixed | Fized| Account | Direct | Direct ;' ar t"ﬁ: Wariable [Wa
arge| Lods Branch| Dpt Ma Branch| Dpt Mo Branch{ Dpt Mo Branch| Dpt EEOUMENOL Branch | O
30010(DF SET ol )] 1210 01 o 1210 om ol 1210 01 nj] 5460 0
= 30095(DF ABSE 0| )| 1210 01 )| 1210 m o 1210 01 nj] 5460 0|
=] 30098(DF ADM ol )] 1210 01 o 1210 om ol 1210 01 nj] 5460 0
=] 30099(0DF MO 0| u)| 1210 01 0| 1210 m o 1210 01 1) 5460 0|
< | »

[™ Supress Branch/Dpt Display

2] defined in the WIP section of thi { h count rumbe
kb  the tior of ¢ | th

Select the Save button and choose the next cost center to link. The G/L links defined will hold in the upper
section of the form so if all activities within the newly selected cost center will require the same linking, simply
click the buttons for creating the links. Once you close and re-open the program, the upper portion will be blank
and will require re-definition to continue.
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Accounting Notes for clarification:
Link to WIP Labor Accounts
e Debit when posting time entries (labor batch posting)
e  Credit in Accounts Receivable invoice
e Link to Applied Labor Accounts
e Credit when posting time entries (labor batch posting)
e Link to Expense
e Debit when posting Final AR Invoice batch
e Link to Revenue

e  Credit when posting Final AR Invoice batch

Scenarios with Optional Settings

The following section of the document demonstrates work case scenarios for the optional settings available when
tracking Work in Process Labor. The relationship between the rates set-up and linking to the General Ledger are
as follows:

e Labor = Direct
e Fixed = Machine
e Variable = Variable

Rates Screen (for use in work case scenarios):

300 DP ADMIN |
Code Dezcription Chargable | Howly Rate | Labor Rate | Machine Rate | Wariable | Hd
1 [30010 DPSET UP I E0.00 3000 2000 10.00

Linking Screen:

Platt ID'I 0o

Cost Center I3DD j
WP Labor
Brgrl;c:h Dﬁe||_3t GL Account Brgrl'u_ch DGEI|-:t GL Account
Direct 0 m 1210] Create Link Direct m m 5460| Create Link
Y ariable 0 m 1210| Create Link Yariable m ] 54E0| Create Link
Fixed 0 [y 1210] Create Link Fized m o 5460| Create Link




V21.1.0200 General Accounting ® 227

——

Set-up option #1 — Labor by Hourly Rate

Post to General Ledger as total hourly rate:

System Defaults - Data from the SYSFILE

General Setting AR AAP /Posting to GL/Posting Labar ta the WIP | Shipping, Inventory and Purchasing Felated Setting | Menu Bar Setting
— Posting Labor Cost to the WP option

I Labor Cost will be recorded ta [from] the WP Labar Direct Account and Applied Labor Direct Account
az the Activity Howrly Rate * by Howrs

™ Labor Cost will be recorded accordingly ta the WP Labor &ccount(s) as Use DEFALULT time rate
. _ . r Uze Employee r for Employee when
[ Activity Labor Rate * Hours [&pplied Labor Direct Account] Rate as Labor Rate posting by Employes
Rate

[~ Activity Wariable Rate *Hours  [Applied Labor Yariable Account]

[~ Activity Machine Rate * Hows  [Applied Labor Fized Account)

Activity Code 30010 linked as follows:

Flant IU'I 0o

Coast Center |3EID =

I—|
—"WIP Labaor
GL GL GL GL
Branch | Dept GL Account Branch | Dept GL Account
Diirect m nj] 1210| Create Link Direct 1) o 5460) Create Link
W ariable m o 1210| Create Link ‘W ariable o 1) 54E0| Create Link
Fixed o )] 1210| Create Link Fired )] m 5460 Create Link
Income Br | Income Dpt p Expenze Br |[Expense Dpt| Expense p
Code Code Income Acct| Create Link Code Code Aot Create Link
01 01 4270|  lhoome |01 01 E270| Eupenze
» WP | WIP [WIP Labo| WP | WIFP [WIP Labor 'WIP | WIP [wIF LaborlApplied|4pplied ) Applied |Ap
Cj‘uﬁrge activit D Labor | Labor| Direct | Labor | Labor | Yariable | Labor [Labor|  Fised | Labor | Labor L .EDD::I;?:d Labor 3
Ch on o -"Jd E3C0 | Diect | Direct| Account [Wariable|Variable] sccount | Fised | Ficed| Account | Direct | Direct Aa of t"ﬁc Variable [Va
(Egels) | LSael Branch| Dpt Mo Branch| Dpt Mo Branch| Dpt Mo Branch| Dpt [*55°4M N8 Branch | O
30010/DP SET m o 1210 m m 1210 o o 1210 m m 5460 1y
Rates:
300 DP ADMIN =]
Code D escription Chargable | Howly Rate | Labor Rate | Machine Rate | “anable | Ha
1 |30010 DF SET UP I £0.00 30.00 20.00 10.00
t—
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One hour of time recorded to a job:

lﬁ TimeSheet Data Entry 01 Alaska Incorp 0100 Company 01 Primary Location Fina — |EI X
Setup  Wiew Options  Help
Empl Code:[1 Chiriz Wil Befare start lines data E =
MR I L” e ams LI entry be sure - work date I%
Work Date From [ /162008 <[ [ Monday o Teeomne o] wednesday  ToalHows: | 07.00 and emploves selected
1l
Transaclions are loaded for processing | SR
Tranzactio Job 278 Activity | Charge P 2 Recording JOBTRANS S
Date Job # Desaisfian Job Activities Desaiiian|| Turs Shift | Time Rate | Start Stop Hours GL_DATE _RECNUM _
1 |0B/1E/08 [1122 Test . LDP SET URNom » 1 1/08:00 0300 1.001
2
3 x|
4 .
5 Total amount of hours is 1
3 Isit O.K?
7
g Wes Mo |
4
10 =
1 -
12 d
13 -
14 >
15 - !
4 13 I
Undo | Lione I LCloze |

From General Ledger, G/L Posting, and Post Labor, define a posting range of up to one week and select Check
Posting.

B |Post Labor ll

Usging Batch Humber: I

Date Rangs: | 6 /16/2008 =| | 6/22/2008 |

Perind: Ig_ “ear IW

Check Posting Close
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With set-up option number 1 selected, Post by Hourly Rate, you will see 2 accounts affected: The account
number defined in the linkage screen for WIP Labor and the account number defined in the linkage screen for
Applied Labor.

i

Labor: Direct, Fixed Variable Posting Summary Report

Posting Ifems For the Dates Range: Dafa is collecfed for posfing for ihe Date Range from GF16/2 008 fo 60222008 & 172008 2
Period $ear 2008

Hrs Dehit Credit

JobNuw ber: 1122
Labor Ackivify 340 0P SET UP
D MHaormal 04101015450 Laborin Process Change 1 §0.00
g10101 1210 P Labor G000
Suhfofa! Lahor Ackivify 3ag{0 OF SET UP e 00 S60.00
Subtotal JobNumber: 1122 S60.00 £60.00

Note  The amount posting is equal to 1 hour at the hourly rate defined for this activity code of $60.00.
When the job is final invoiced:

e The same WIP Account selected in the linking screen is credited and the account defined as Labor
Expense is debited.

e The amount that affected the applied labor account remains in your General Ledger as an offset to your
actual payroll entry, deferring the impact to the income statement until revenue is recognized.

Lines | Balance Postage | Bill TosShip Ta I Mizcelansous I Dummy Inygice | ‘ﬂ; Deposits I
Accaunt Details | Dkt | Credit |
01-01 -01-4270 dp labor rew FS0.00
01-20-10-4004 0005 DP revenue F290.00
01-01-01-4200 bpyout revenud FE0.00
01-01-01-2200 =ales tax payable 3151
01-01-01-1500 accourts receivable F431 .51
01-01-01-6270 dp labor exp F60.00
01-01 -01-1210 WP Lakor FE60.00
--- Totals

F491 51 F491 .51

Set-up option #2 — Labor by Labor Rate

Post to General Ledger and as labor rate only:

General Setting AR /AP /Pasting to GL/Posting Labor to the WP | Shippitg, Inventary and Purchasing Felated Setting | Menu Bar Se
— Posting Labor Cozt to the WP option

Labor Cogt will be recorded to [from) the WP Labor Direct Account and dpplied Labor Direct Account
az the Activity Hourly Rate * by Hours

&' Labor Cost will be recorded accordingly to the WP Labor Account(s] as Use DEFAULT time rate
- _ : r Uz Employes far Employee when
v &ctivity Labor Fate * Hours [&pplied Labor Direct Account] Fate az Labar Fate posting by Employes
Rate

[~ Activity Wariable Fate *Hours  [&pplied Labor Yariable &ccount]

[ Activity Machine Fate *Hours  [&pplied Labor Fiked Account)
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Activity Code 30010 linked as follows:

Plant Im oo =

Cost Center |3EID j
WP Labor
GL GL GL GL
Branch | Dept GL Account Eierialy | Bzt GL Account
Direct o 1) 1210| Create Link Direct 1) m 5460| Create Link
W ariable m m 1210| Create Link ‘Wariable m m 5460 Create Link
Fixed )| o1 1210| Create Link Fixed o1 o B4600 Create Link
Income Br | Income Dpt ; Expensze EBr |Expense Dpt]  Expenze p
Code Code Income Acct Create Link Code Code Aot Create Link
o o 42701 lncome |01 m E270| Expenze
» WP | 'WIP [WIP Laborl WP | WwIP [WwIP Labor "wIP | WP ['WIP Labodépplied|4pplied ) Applied |Ap
Emirge il D Labor | Labor| Direct | Labor | Labor | Varisble | Labor [Laborf  Fised | Labar | Labor L ’;pp:?d Labar 3
Ch on o -"'d E3C0 | Diect | Direct| Account |Wariable|Variable] Account | Fised | Fiked| socount | Direct | Direct Aa or t"ﬁc Yariable [Va
arge | Lods Branch| Dpt MNo Branch| Dpt Mo Branch| Dpt Mo Branch| Dpt [*S594M MO Branch | O
30010/DP SET uj] o 1210 uj] 0 1210 o ol 1210 uj] uj] 5460 uj]
Rates:
300 DP ADMIN |
Code D escription Chargable | Howly Rate | Labor Rate | Machine Rate | “ariable | He
1 |30010 DPSET UP I E0.00 30.00 20.00 10.00
et

One hour of time recorded to a job:

g TimeSheet Data Entry 01 Alaska Incorp 010 — | I:Illl

Setup  Wiew Options  Help

Employee Eode.l 2 L”John Jones LI E:{iiebitzﬁrlén-eivg?ljadate
WorkDate Fom[6/15/2008 -] [ Sunday  p [E/52008 =]  Sundsr ot Hows | 0100 and employee selected
Tranzactions are loaded far processing.... | eamEE
VR | gy || D Job Activities Activty |Chae| gpip | TineRate | Stat | Stop [ ocoding) g pare |
nDate Description Description | Type Hoaurs
1 |06A15/08 (1123 Copy of Test o 1(08:00 05:00 1.00
2 x|
i Tokal amount of hours is 1
Isit Ok?
B
B
2 Yes Mo |
g
3 -
10 -
11 -
12 -
13 -
14 -
15 -
16 -

Undo | Done I Lloze
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From General Ledger, G/L Posting, or Post Labor, define a posting range of up to one week and select Check
Posting.

B |Post Labor il

Isging Batch Mumber: I

Date Range: | 6/15/2008 _-| [6/21/2008 -]

Perind: Ia_ “ear IW

This pos

Check Posting | Cloze I

With set-up option number 2 selected, Post by Labor Rate, you will see 2 accounts affected: The account
number defined in the linkage screen for WIP Labor and the account number defined in the linkage screen for
Applied Labor.

i Al skein

Labor: Direct, Fixed Variable Posting Summary Report

Posting Ifems For the Dafes Range: Dafa iz collected for posting for the Date Range from GFI102008 fo 62 172008 GI72008 3:56:07P,
Pariod 9¥aar 2008

Pag

Hrs Debit Credit Descr

JodbNuwbar: 1123
Labor Activify 20010 OF SET UP
LHarmal 010101 5450 Labarin Process Change 1 20,00
0101049 1210 i IF Labar 30.00
Subfefz! Labor Ackivify 300 OF SET UF £30.08 £30.00
Subtotal JobNumber: 1123 $30.00 $30.00

Note  The amount posting is equal to 1 hour at the labor rate defined for this activity code of $30.00.
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When the job is final invoiced:

e The same WIP Account selected for linking is credited and the account defined as Labor Expense is
debited.

e The amount that affected the Applied Labor account remains in your General Ledger as an offset to
your actual payroll entry, deferring the impact to the income statement until revenue is recognized.

Lines | Balance Postage | Bil TosShip To | Miscellaneous | Dumimy Imvoice I ‘# Deposits I Motes Al
Account Details | Dehit | Credit |
01-01-01-4270 dp labor rew F50.00
01-20-10-4001 0005 DF revenus F290.00
01-09-01-4200 buyout revenucd FE0.00
01-01-01-2200 zales tax payakle F31 .51
01-01-01-1500 accounts receivable F431 .51
01-01-01-6270 dp labar exp F30.00
01-01-01-1210 WP Lakar F30.00
--- Totals

Fd61.51 Fd61.51

Set-up option # 3 — Labor Posting as a combination of Labor + Machine +
Variable rates

Post to General Ledger as combination of all 3 rates:

— Pozting Labor Cozt to the WIF option

Labor Cost will be recarded ta [fram] the WP Labor Direct Account and Applied Labor Direct Account
az the Activity Hourly B ate = by Houre

¢ |Labor Cost will be recorded accordingly ta the WP Labor Account(s] as Usze DEFAULT time rate
. ) . r Use Employee r far Employes when
W Activity Labor Fiate * Hours [&pplied Labar Direct Account] Rate as Labor B ate posting by Emplayes

Rate
W ActivityVarisble Rate *Hours  [Applied Labor Yanishle Account]

W Activity Machine Fate * Hours  [&pplied Labor Fiked Account]

Activity Code 30010 linked as follows:

Plant o )
WP Labor — Applied Labor
GL GL GL GL
Branch | Dept GL Account Branch | Dept GL Account
Direct 0 i} 1250| Create Link Direct o i} 5280 Create Link
Wariable 01 01 1260| Create Link Wariable 1] 01 E285| Create Link
Fined 01 nj] 1270| Create Link. Fixed ol nj] E290| Create Link
Incarme Br | Ihcome Dpt : Expense Br |Expenze Dpt|  Expense p
Code Code Income Acct| Create Link Code Code oot Create Link
01 01 4270 Income {01 01 G270 Ewxpenze
. WP | WP WP Laborl WIF | WP WP Labor AP | WP WP Laborlépplied)4pplie " Applied |Ap
l:mlrge Activit o Labor | Labor | Direct | Labor | Labor | Wariable | Labor [Labor]  Fixed | Labor | Labor L 'EDD::')B.E' Labar g
ch e C -"Jd #2557 | Direct | Ditect | Account [Vaniable|vaniable] Account | Fixed | Fixed| Account | Diect | Direct ﬁa - t"ﬁc Yariable [ a
=l | b Branch| Dpt Mo Branch| Dpt Mo Branch| Dpt Mo Branch| Dpt CCOMNE N0 Branch | O
aooloPseTl  oil o 1280l ol ol 1zl ml oo 1270 o1 o1l E230] o1

Note  This set-up option allows for definition of different WIP and Applied Labor accounts based on type.
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Rates:
300 DP ADMIN |
Code Description Chargable | Hourly Bate | Labor Bate | Machine Bate | “ariable | H
1 |30010 DPSET UP I G0.00 30.00 20,00 10.00

One hour of time recorded to a job:

Ej TimeSheet Data Entry 01 Alaska Incorp 0100 Company 01 Primary Location

_ ol >
Setup  Wiew Options  Help
Empk Codes| 2 Bill Jack Betore stait lines data
M EI L” foackson ;I entry be sure - work date
ok DateFrom [ 6/17/2008 7| Tuesday | p[e/2ive008 ]  Selwda  Toa Hows: | 0100 and emplopee selected
1l
Transactions are loaded for processing.... e
Tranzactio Job 2R Activity | Charge 3 P Recording JOBTR
n Date Job # Bzt Job Activities Bl || Twse Shift Time Rate | Start Stop Hours GL_DATE “REC
0E/17/08 Copy of Test L DP SET UFMom « | 1 1/09:00 10:00 1.00 617/2008 2398

e fa a4 |4

From General Ledger, G/L Posting, and Post Labor, define a posting range of up to one week and select Check
Posting.

B |Post Labor il

Using Batch Humber: I

DateRange: | 6/17/2008 ~| |6/23/2008 -]

Perind: Ig_ esar IW

Check Posting LClose

With set-up option number 3 selected, Post by Combined Rates, you will see all accounts affected based on the

linking established. In this particular example, a separate WIP Labor account and a separate Applied Labor
account has been set up for each labor portion being tracked.

The definition is optional, another possibility would be to have the same WIP account linked and have a break
down with multiple accounts under the Applied Labor section.
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Labor: Direct, Fixed Variable Posting Summary Report

Posting ltems For the Dafes Range: Data 15 collected for posting for the Dafe Range from 87172008 fo 602302008 aiF2008 4
Period 8Fear 20058

Hrs Debit Credit

JobNum bor: 1124
Labor Activify © 20{0 0P SET UP
D Mormal 0101016220 Applied labor expense 1 30.00
F 01010162290 Applied fixed labor expense 20.00
W 0101016285 Applied variable labar expense 10.00
o] 0101011250 WwilF labor direct Z0.00
F 0101011270 WP labor ficed 20.00
W 0101011260 W IP laborwariable 10.00
Subfofal Labor Activity 3ea{0 OF SET UF $E0.00 $60.00
Subtotai JobNumber: 7124 S60.00 J60.00

Note that the amount posting is equal to 1 hour at:
e The labor rate defined for this activity code of $30, plus
e The machine rate defined for this activity of $20, plus
e The variable rate defined for this activity of $10.00.
e The total hourly rate of $60.00.
When the job is final invoiced:

e The same WIP Accounts selected for linking is credited and the account defined as Labor Expense is
debited.

e The amount that affected the Applied Labor accounts remains in your General Ledger as an offset to
your actual payroll entry, deferring the impact to the income statement until revenue is recognized.

Lines | Balance Postage | Bill TorShip To | Miscelaneous | Durmmy Insvoice | ‘fF Deposits
Ascourt Details | Dekit | Credit |
O1-01-01-4270 g lakar rey $50.00
01 -20-10-4001 0005 DP revenue F290.00
01-01-01-4200 buyout resvenud FE80.00
01-01-01-2200 zales tax payable 531 .51
01-01-01-1500 accourts receivable F431 .51
01-01-01-6270 dp labor exp F60.00
01 -01-01-1250 WP labor direct F30.00
0101 -01 -1 260 WP labor variable F10.00
01 -0 -01 -1 270 WP lakbor fixed F20.00
--- Totals

F491 .51 F491 51
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Use Employee Rate as Labor Rate

To use the employee rate defined for the employee as the labor rate (setup in Master File Employees), rather
than the labor rate defined at the activity level, please request your Accounting Support contact to activate this
option in Master File Reports/System Maintenance/System Defaults.

"~ Posting Labor Cost ta the WIP option

Labor Cozt will be recorded to [from] the 4P Labor Direct Account and Applied Labor Direct Account
as the Activity Hourly Rate * by Hours

& Labor Cost will be recorded accordingly to the WP Labaor Account(s) as Use DEFALLT time rate
. . . ] Uze Employes r far Employes when
¥ Activity Labor Riate * Hours [&pplied Labor Direct Account) Rate as Labor Rate posting by Employee
Rate

™ Activity Variable Fate *Hous  [Applied Labor Variable Account)

[ &ctivity Machine Fate * Hours  [4pplied Labor Fized Account)

Using Employee 1, Chris Williams, as an example, the hourly rate defined is $20.00.

=" Employee Master File — [CI) X

File Options  Help

Statuz| Employes Code First Mame Last Mame 01 Alaska IncorpPlant: 0100
: —1 [Main B h
0000 super oy Branch: [01 = ManBanch |

n

A 1 Chiig Yilliars Department : |E|1 = |M ain D'epartment |
& 130 Kathy DiPaclo E Code - I_I—

A 2 John Jokes Mplapes LOode -

& 3 Bill Jackzon Firgt Mame : IChris

2 i Sven Stephen Last Mame : IWiIIiams

B, 77T Employes Three

A Jeiee Ermployes Twa Paprall Mo I'I

A 5533 Employee One Employes Nurmber : {1100

Standard Hours/Day - I g

Productivity Percent : I a0 Employee Active [

Default Tims Rate: |1 Shift 1 Reg. Time =

HourIyF!ate:I 20
Cost : I 25

ﬂ_l » Add | Save | Cloze I
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One hour of time logged to the job:

Ié TimeSheet Data Entry 01 Alaska Incorp 0100 Company 01 Primary Location  Final Invo

Setup  Wisw Options  Help

———

(=[P

Employee Code: I‘\ ;” Chiriz Williams

=

Before start ines data
entry be sure - work date

e

ok Dats From | 6232005 || Menday o [6250008 -] Wednesday  TotalHows: | 01.00 and employee selected
t
Tranzactions are loaded for prozessing.. .. s
Transactio Job o e Achivity | Chalgel Shif | Time B A Fecarding JOBTRANS =]
nDate Job Bresaistian Job Activities - - t e | Start Stop Hours GL_DATE _RECNUM _|
Confirm il
1 |0B/23/08 1134 Test LD 10200 0%:00 1.00
L2 | Total amount of hours is 1
3 Isit O k7
=
L9 | Yes Mo
| & |
- i
2 | =]
= -
|10 | e
(T -
12 -
|12 -
14 -
15 v i
4 3 I
Unda | Done I Cloze
Check posting:

|Post Labor

|Jzing Batch Mumber: I

Date Range: | 6/23/2008 =] |G6/29/2008 =]

Period:

o

Year

I2DDB

at a fime

Check Posting

Cloze

With the second option selected in conjunction with Use Employee Rate as Labor Rate selected, Post by
Hourly Rate, you will see 2 accounts affected: The account number defined in the linkage screen for WIP Labor
and the account number defined in the linkage screen for Applied Labor, however, the hourly rate used is the

hourly rate recorded at the employee level.
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1 Ak ks Frcorg

Labor: Direct, Fixed Variable Posting Summary Report

FPosting Ifems For the Dates Range: Data 15 collected for posting for the Date Range from 62372008 fo 62972 008 52472008 Q33 16AR
Period 9¥ear 2008

Page Tof

Hrs Debit Credit Descr

JobMNunbor: 1134
Labor Acfivify 30010 0P SET UP
L Hormal 0101016280 Applied labor expensze 1 20.00
0101011250 WP labor direct 20.00
Swhfofal Labor Acfivify @ 30090 OF SET WP L2000 £20.00
Subtotal JobNumber: T134 $20.00 £20.00
Posting GL Total arouped by Tvpe of Posted items and Charge Tvpe
GL Account Dehit Credit
Direct
MNormal
01 01 01 1250  WIPlabor dimct 20.00
L5 (¥ (¥ G280 Applied laborexpense 20.00
Total GL Posting Amount: 20.00 20.00
When the job is final invoiced:
Ascourt Details Dekit | Credit |
01-01-01-4270 d lakbar rew F50.00
01-20-10-4009 0005 DP revenue F2a0.00
01-01-01-4200 buyout resvenud FE0.00
01-01-01-2200 zales tax payable 531 .51
01-01-01-1500 goccounts receivable F431 51
01-01-01-6270 dp labor exp F20.00
01-01-01-1250 WiIP labar direct F20.00
--- Totals
F451 51 5451 51

The same WIP Account selected for linking is credited and the account defined as Labor Expense is debited.

The amount that affected the Applied Labor account remains in your General Ledger as an offset to your actual
payroll entry, deferring the impact to the income statement until revenue is recognized.
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Use Employee Rate as Labor Rate and Default Time Rate

To use the employee rate defined for the employee as the labor rate (setup in Master File Employees), rather
than the labor rate defined at the activity level, along with using the default time rate when posting by the
employee rate, please request your Accounting Support contact to activate this option in Master File
Reports/System Maintenance/System Defaults.

Gieneral Setting AR AP /Posting to GL/Posting Labar to the WP | Shipping, Imventory. and Purchasing Related Setting | Menu Bar Setti
r— Posting Labar Cost ta the *WIP option

Labor Cost will be recorded to [from] the WIFP Labor Direct Account and Applied Labor Direct Account
az the Activity Hourly Rate = by Hours

& | abor Cost will be recorded accordingly to the WP Labor Accountls) as Use DEFALILT time rate
. . . 7 Uze Employes I for Emplovee when
v &ctivity Labor Riate * Hours [&pplied Labor Direct Account) Fate as Labor Rate posting by Employes

Rate
[ Activity Variable Fate *Hours  [Applied Labor Yariable Account]

[ Activity Machine Rate *Hours  [4pplied Labor Fized Account)

Using Employee 1, Chris Williams, as an example, the hourly rate defined is $10.00.

2" Employee Master File — | =] %]

Fil= Options  Help

Statuz] Employes Code First Mame | Last Mame W0 At [nsaryFkeE T
. ID‘I == [Main Branch
& 0oag SUpET sUpEr b —=l

B I‘I Chris williams Departmart ; ID‘I = |Main Department |
Y 190 K.athy DiPaadlo

& 2 T Jones Employes Code I'I

A 3 Eill Jackgon First Mame : |Chris

A v SNEN stephens Last Mame : IWiIIiams

B, 7T Employes Three

A pete] Employes Two Payroll Mo : I'I

A

9333 Employes One Employes Mumber : I'I'IDD

Standard Hours/Day : 8

Productivity Percent : 20 Emplayee Active W

Default Time Rate : [4 Shilt 1 Dver Time =l

Hourl_l,lFIate:I 10
Cost : I 15

o | » Add | Save Carcel
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One hour of time logged to the job:

imeSheet Data Entry 01 Alaska Incorp 0100 Company 01 Primary _|1d ll
Setup  Wiew Options  Help
Ermpl Code:|1 w || s il > Before start lines data _
UL I JI s Wikams _I entry be sure - work date I%
Wwork Date From| 6 /222008 ||| Sundsy 7 [6/22/2008 w|  Sundwy  TotalHows | 0100 and emplayes selected
tl
Transactions are [oaded for processing... | sy
Transactio Job . Activity | Charge s Recording JOBTR&MS =
nDate Job Desaislian Job Activities Desaislin | T Shift | Time Rate | Start | Stop Hours | GL_DATE “RECHUM _I
1 |0R/22/08 1145 Copy of Copy LDP SET UFMNaom | 1 1/08:00 0%:00 1.00 642772008 2448
2 -
= =
o =
= =
| & | =
= =
-2 =
|3 =
10 =
11 =
12 =
13 =
14 =
15 =
16 - hd
*To look-up Jobl Activity Code Shift Undo Done (=
use plus-minus keys. — — =

Check posting:

|Post Labor ﬁ‘
Using Batch Mumber; |1521

Date Range: | 6/22/2008 = |6/22/2008 =

Perind: lg— ‘et W

Check Posting Cloze

With the second option selected in conjunction with Use Employee Rate as Labor Rate selected and use the
Default Time Rate for the Employee when posting by the Employee Rate, you will see 2 accounts affected: The
account number defined in the linkage screen for WIP Labor and the account number defined in the linkage
screen for Applied Labor. However, the hourly rate used is the hourly rate recorded at time and a half for the
employee.

o Ak ks i

Labor: Direct, Fixed Variable Posting Summary Report
Posfing Ifems For the Dafes Range: Dafa is collectfed for posting for the Dafe Range from 6/22/2 008 fo 6222008 4272008 11:08:374
Period ¥ear 2005

Pag

Hrs Debit Credit Descr

JobNumber: 1145
Labor Acfivify © 20090 OF SET UF
D Hormal 0101016280 Applied labor expenze 1 15.00
o10101 1250 WP labor direct 15.00
Subfoiz! Labor Ackivify 20090 OF SET UF £15.00 51500

Subtotal JobNumbar: 1145 £15.00 21500
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When the job is final invoiced:

e The same WIP Account selected for linking is credited and the account defined as Labor Expense is
debited.

e The amount that affected the Applied Labor account remains in your General Ledger as an offset to
your actual payroll entry, deferring the impact to the income statement until revenue is recognized.

Lines | Balance Postage | Bill TorShip To | Miscelaneous | Durmmy Insvoice | $ Dep
Ascourt Details | Dekit | Credit |
O1-01-01-4270 g lakar rey $50.00
01 -20-10-4001 0005 DP revenue F290.00
01-01-01-4200 buyout revenue FE80.00
01-01-01-2200 zales tax payable 531 .51
01-01-01-1500 accourts receivable F431 .51
01-01-01-6270 dp labor exp $15.00
-0 -01-1250 WP labor direct $15.00
--- Totals

445 51 445 51




