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ORDER
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SYSTEM

The ORDER/INVOICING SYSTEM is used to post and print Order/Invoic-
es at a point of sale terminal/printer.

A typical order is posted to the system as an Open Order, no invoice date 
is given at that time, and an un-priced Delivery/Shipping Ticket is 
printed. After delivery is made, the original Order is pulled up on screen 
and edited for corrections; (enter additional quantities Shipped or 
Returned…). The Order is then automatically priced and invoiced and 
the final Invoice is printed. Stock is automatically committed or relieved 
in the Inventory Control System,  Cylinder Activity records are automati-
cally posted in the Cylinder Control System and serial number activity is 
recorded in the Serial Number database.  Invoices are batched daily to 
an Invoice Journal, and then updated to Accounts Receivable.

ORDER/INVOICING
•	 The	POST ORDERS	program	is	used	to	post	
new	orders	to	the	system.	View	Screens	are	
available	to	view	and	select	reference	infor-
mation	from	related	databases.

•	 The	POST SHIPPING LABELS	program	
prints		5”	wide	x	4”	high	shipping	labels	used	
on	packages	shipped	to	customers.

•	 The	OPEN ORDER REPORT	shows	only	
open	(not	finalized	or	invoiced)	orders.

INVOICING
•	 The	POST INVOICES	program	is	used	to	
finalize	orders	into	invoices,	and	print,	fax	or	
email	the	actual	Invoice

•	 The	INVOICE JOURNAL	program	pro-
duces	a	journal	listing	in	numerical	order	of	
selected	invoices.

•		The	INVOICE BATCH	programs	provide	
an		 alternative	to	printing,	faxing	or	emailing	as		 	
the	invoices	are	finalized.

•	 The	UPDATE INVOICES TO A/R	program	is	used	to	auto-
matically	create	the	appropriate	transactions	in	the	Receivables	
Database	for	a	batch	of	invoices.

•	 The	INVOICE EXCEPTION REPORT	program	lists	invoices		
in	numerical	order	restricted	to	only	those	which	contain	excep-
tion	or	error	conditions.

•			The	SALES TAX REPORT	lists	sales	tax	liabilities	by	state,	
county,	city	and	other	local	jurisdiction	for	monthly	or	quarterly	
reporting	procedures.

AUTOMATIC FILLING
•			The	ORDER PICKING REPORT	lists	open	orders	which	can		 	

QUOTATIONS
•	 The	POST QUOTATIONS	program	serves	the	sales	force	with	quo-
tation	generation	in	Order/Invoice	format	without	compromising	Post	
Order	numbering	system	or	viewing	display.

ORDER/INVOICING	MENU
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SALES ANALYSIS
•	 The	SALES ANALYSIS	programs	generate	monthly,	detailed	or	
comparative	spreadsheet	analyses	of	sales	history.	Each	analysis	can	
be	ranked	from	highest	to	lowest	by	gross	sales,	volume	cost,	profit	or	
margin.

MISCELLANEOUS
•	 The	MOVE INVOICES TO ARCHIVE	program	is	used	periodi-
cally	to	move	current	invoices	into	the	Archive	Database.	The	orders	
can	still	be	accessed	on-line	and	are	available	for	reference	and	sales	
analysis	purposes.

•	 The	PURGE INVOICES FROM ON-LINE	program	removes	
invoices	from	the	on	line	database.	Used	ONLY	when	permanent 
removal	of	an	order	from	On-Line	memory	is	desired.

ORDER INVOICING SYSTEM

ORDER/INVOICING MENU

	 be	pulled	for	delivery	based	on	current	inventory	quantities.
•			The	PRINT PACKING SLIPS	program	prints	open	orders		 	
which	can	be	pulled	for	delivery	based	on	current	inventory		 	
quantities.
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POST ORDERS

The	POST	ORDERS	program	is	used	to	post	new	orders	to	the	
system,	finalize	orders	into	invoices,	and	print	
the	actual	Order/Invoice.
It	is	also	used	to	view	customers’	names,	
addresses,	contact	and	telephone	#,	order/
invoice	history,	Inventory	Part	file	and	current	
stock	quantities,	part	sales	history,	cylinder	
balances	and	serial	numbers.
•	 Data	associated	with	each	Order/Invoice:
	 	 – Order Number
	 	 –	 Customer/Ship-To	ID
	 	 –	 Sold To Name and Address (can	be		 	
	 	 overridden	on	each	Order/Invoice)

	 	 –	 Ship-To Name and Address	(also	can			
	 	 be	overridden	on	individual	Order/	 	
	 	 Invoice)

	 	 –	 Customer	Contact Name,	Telephone   
  Number,	Type Classification,   
  Comment,	Current A/R Balance	and	  
 	 Credit Limit	displayed	for	reference

	 	 –	 Dates	Ordered	and	Invoiced,		 	 	 	
•			Customer	Wanted	and	actual	Shipped	Date,	and	Date	Payment  
 Due

	 	 –	 Purchase Order	and	Job/Release	ID’s
	 	 –	 Warehouse	or	store	ID
	 	 –	 Sales	category;	Cash/Will Call,	Cash/Delivered,	Charge       

     Will Call,	or	Charge/Delivered
	 	 –	 Operator/Account Rep	ID
	 	 –	 Route/territory
	 	 –	 Tax Jurisdiction	(Set	Automatically	from	Customer	File)
	 	 –	 Prompt Pay Discount	calculation
•	 Data	associated	with	each	line	item	on	order:
	 	 –	 Part	ID
	 	 –	 Description	(can	be	changed/overridden	on	certain	items)
	 	 –	 Cylinders Shipped/Returned	for	“GAS”	products
	 	 –	 Quantity Ordered, Backordered	and	Sold	for	regular		 	
	 	 hardgoods/supply	items

	 	 –	 Serial Number Shipped	and	Serial Number Returned	for		
	 				both	cylinders	and	hardgoods

	 	 –	 Unit Price	and	Extended	Price
	 	 –	 Sales Tax	status	for	each	item
	 	 –	 Unit Cost	can	be	changed/overridden	on	certain	items	only

Automatic Features And Warnings;	as	each	Order/Invoice	is	
entered,	the	following	checks	and	balances	are	performed:
•	 Over Credit Limit;	This	order	would	push	customer’s	Accounts	
Receivable	over	their	credit	limit.

•	 C.O.D. Warning;	Customer	has	been	flagged	as	Cash	On	Delivery,	
but	Order	is	marked	as	“Charge”.

•	 Inactive Account;	Customer’s	account	has	been	closed	(usually	as	a	
last	resort)	and	should	no	longer	be	used.

•	 Old Unpaid A/R;	Warns	if	a	customer	account	is	greater	than	60	days	
old.

•	 P.O. Required;	Customer	requires	purchase	order	on	invoice,	but	
none	has	been	entered.

•	 Stock Below Minimum/Out Of Stock;	The	product	being	com-
mitted	will	fall	below	its	re-order	point	or	may	actually	be	out	of	
stock.

•	 Cylinder Out Of Balance;	Customer	is	not	currently	checked	
out	with	the	number	of	cylinders	he	is	trying	to	return.

•	 Serial Number Exception	alerts	such	as	New	Or	Unknown	Se-
rial	#,	Double	Shipped,	Double	Returned,	Returned	From	Wrong	
Customer	or	Ship-To	address,	and	Change	In	Part	ID.

•	 Automatic Pricing;	4	levels	of	pricing;	Quantity discount-
ing,	Dated Special Customer Gas Pricing,	and	Dated Special 
Customer Supplies Pricing	by	either	product group, manufac-
turer	or	specific item,	and	Global Sale Pricing.

•	 Special pricing highlighted	on	screen	for	easy	identification.	
•	 Issues	and	tracks	Material Safety Data Sheets	as	necessary	per	
item	for	each	customer.

•	 Provides	option	to	apply	Hazardous Material Surcharge	to	any	
item	requiring	MSDS.

•	 Automatic Delivery Charges;	Calculates	delivery	charge	as	a	
flat	charge	per	order	(each	Customer/Ship-To	can	have	its	own	
rates).

•	 Automatic Drayage Charge;		Can	calculate	delivery	surcharge	
for	each	cylinder	shipped.	

•	 Automatic Foreign Service Surcharge;	Can	calculate	surcharge	
for	each	foreign	cylinder	shipped.

•	 Automatic Taxes;	Calculates	applicable	sales	tax/non-taxable	
subtotals	for	appropriate	tax	jurisdiction.

•	 Inventory Control;	Commits/relieves	stock	as	Order/Invoice	is	
posted.

•	 Cylinder Control;	Posts	Cylinders	Shipped/Returned	to	Cylinder	
Activity	file.

•	 Serial Number;	Posts	Serial	Numbers	Shipped/Returned	to	Se-
rial	Number	Activity	file.

•	 Accounts Receivable;	Invoices	are	prepared	for	Updating	To	
A/R	in	daily	batches.

EDITING	SCREEN:	POST	ORDERS
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VIEW SCREEN: ALL ORDERS FOR A  
CUSTOMER

View	Orders,	either	chronologically	for	a	
selected	customer,	or	for	all	customers.

View	Customer	Name	&	Address.	Locate	via	
Customer	ID,	Alphabetically	by	Name,	or	
Address	or	City/State.

View	Customer’s	Blanket	Purchase	Orders	
on	file.

VIEW SCREEN:  CUSTOMER NOTES

Complete	customer	notes	file	can	be	viewed	
from	any	of	the	Post	Orders	dates	fields	for	
informatioon	management	at	point	of	sale.

VIEW SCREEN: INVENTORY PART FILE

View	Part	Files	numerically	by	Part	ID	or	
partial	Part	ID.

VIEW SCREEN: INVENTORY PART FILE 

View	Part	Files	by	Description	or	any	portion	
of		Description	(example	shown:	viewing	by	
“6011”).

POST ORDERS
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VIEW SCREEN: SALES TOTALS

View	customer’s	sales	history	by	part	dis-
playing	Latest	Order	Number,	Date	&	Unit	
Price	as	well	as	Month-To-Date	and	Period-
To-Date	quantities	&	prices.

VIEW SCREEN: CYLINDER BALANCES

View	Customers’	Cylinder	Balances	for	
each	specific	gas/size;	Beginning,	Shipped/
Returned	this	month,	Ending,	number	of	
serial	numbers	on	file	and	Customer	Owned	
or	Leased.		Also	shows	Gas	Prices	and	Rent	
Rates.

VIEW SCREEN: ITEM INVENTORY  
HISTORY

View	Transaction	Dates,	Quanties,	Invoice/
Purchase	Order	Number	and	Customer/	
Vendor	by	warehouse/store	for	selected	item.

Open	Orders/P.O.’s	are	indicated	visually	by	
paranthesis.

VIEW SCREEN: STOCKING INFORMATION

View	Part	Stocking	Quantities;	On	Hand,	
Available,	On	Order	and	Buy	Points	for	each	
warehouse/store.

POST ORDERS



INFONETICS, Inc. • 1729 Gateway Circle • Grove City, OH 43123 • 614/875-2006 Page 31Ver 2.22

ORDER
INVOICING

SYSTEM

VIEW SCREEN: QUANTITY PRICING

Lists	quantity	price	breakpoints	for	current	
part	displaying	part	ID,	breakpoint	quanti-
ties,	flat	price,	discount	rate	and	effective	
price	by	quantity	breakpoint	as	recorded	for	
this	part	in	“Edit	Inventory	Part	File”	pro-
gram	in	the	Inventory	Control	System.

VIEW SCREEN: LISTING OF ALL SERIAL 
NUMBERS IN SYSTEM

Lists	all	serial	numbers	currently	in	the	
system	in	numerical	order.

VIEW SCREEN: LISTING OF ALL CUR-
RENT SERIAL NUMBERS FOR SELECTED 

CUSTOMER

Lists	all	serial	numbers	currently	recorded	
checked	out	to	the	selected	customer	in	
chronological	order.

POST ORDERS
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Typical	Order-Entry/Invoicing Processing Cycle;

•	 Orders are posted	to	the	system	as	Open Order,	no	invoice	date	is	given	at	that	time,	and	an	unpriced Delivery/Shipping Ticket	is	printed.

•	 After	delivery is made,	original	order	is	pulled	up	on	screen	and	edited for corrections;	(enter	additional	quantities	Shipped	or	Returned…).	The	
order	is	then	automatically priced	and	invoiced	(Invoice	Date	entered)	and	final Invoice	is	printed.

•	 Daily,	Invoices	are	batched and balanced	to	an	Invoice	Journal,	and	then	Updated To Accounts Receivable.	This	provides	a	reliable	control	point	
for	verifying	a	day’s	activity.

SAMPLE	OUTPUT:	ORDER/INVOICE
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EDIT	SCREEN:	POST	SHIPPING	LABELS

SAMPLE	OUTPUT:	SHIPPING	LABEL

The	POST	SHIPPING	LABELS	program	
prints	5”	wide	x	4”	high	shipping	labels	
used	on	packages	shipped	to	customers.

•	 Shipping	address	is	linked to the informa-
tion in the customer database	or	may	be	
entered from the keyboard.

•	 Uses	attractive	double-high double-wide		
printer	font	for	easy	reading.

•	 Can	be	printed	on	pre-printed custom label  
stock	or	on	blank stock.

•	 Output	can	be	directed	to	the	screen,	.PDF	
preview,	any	printer,	fax,	email	or	a	net-
worked	harddrive	on	the	server.
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The OPEN ORDER REPORT, INVOICE JOURNAL and INVOICE 
EXCEPTION REPORT programs share the same setup screen 
but vary by their default restrictor field settings in accordance 
with the information they are designed to provide.

The OPEN ORDER REPORT program lists all open (without 
Invoice Date) orders. Identifies old or accidently uninvoiced 
orders for consideration.

The INVOICE JOURNAL program lists invoices in numerical 
order with sales totals. Used primarily as a daily sales report to 
balance the day and to balance charge sales and cash drawer, 
it also can analyze specific order/invoice data through various 
restrictor fields.

The UPDATE INVOICES TO A/R program creates transactions 
in the Accounts Receivables System for charge invoices. Used 
primarily to batch update day’s charge sales. 

The INVOICE EXCEPTION REPORT program lists invoices in 
numerical order restricted to only those which contain exception 
or error conditions.

The SALES TAX REPORT lists sales tax liabilities by state, county, 
city and other local jurisdiction for monthly or quarterly reporting 
procedures.

The ORDER PICKING REPORT lists open orders which can be 
pulled for delivery based on current inventory quantities.

•	 Reports	can	be	generated	in	detailed mode	showing	all	informa-
tion	contained	in	the	order,	or	in	summary mode	for	just	totals.

•	 Information	shown	can	include	customer ID	and	name,	dates	or-
dered,	invoiced,	wanted,	shipped	and	payment	due	date,	purchase	
order	numbers,	and	other	codes,	and	each	line item with pricing.	

•	 Orders	to	be	included	can	be	restricted	by	number,	date,	and	
customer.	For	example:

	 	 –	 Open	orders	only	(no	invoice	date	filled	in).
	 	 –	 Orders	placed	during	a	specified	date	range.
	 	 –	 Orders	shipped	during	a	specified	date	range.
	 	 –	 Orders	invoiced	during	a	specified	date	range

•	 Orders	can	be	further	restricted	to	those	for	customers	which	
match	Customer Flag	settings.	

•	 Exception Checking Options	allow	the	report	to	highlight	miss-
ing orders,	orders	that	may	have	had	customer A/R information 
changed,	orders	with	line	items	that	do	not	have	the	appropriate	

ORDER INVOICING REPORTS

SETUP	SCREEN:	OPEN	ORDER	REPORT
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SAMPLE	OUTPUT:	INVOICE	JOURNAL
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SETUP	SCREEN:	SALES	ANALYSIS

SALES ANALYSES are generalized reports 
in which order/invoices are sorted by 
various criteria. Data analyzed in the 
sort processes are compiled and can be 
displayed in three formats; 12 monthly 
subtotals spread across the report, month 
to date and year to date side by side and 
full detail formats. Ranking for user desig-
nated number of top or bottom performers 
is also available. Orders can be sorted by 
the following keys:

 – Customer                          
 – Customer/Part
  – Customer/Type
 – Customer/Manf 
 – Customer/Account
 – Part     

– Product Type
 – Manufacturer
 – Account     
 – Operator 
 – State      
 – Category
 – Route

•	 Categories	can	be	ranked from highest to lowest	and	restricted	to	
a	top or lowest number	by	Quantity,	Volumn,	Selling	Price	or	Cost,	
Profit	and	Margin	(%).

•	 Numerous	restriction	fields	and	ranges	for	in-depth	analytical	
review.

•	 Various	formats:	Full	year speadsheet,	one month	and	year-to-
date	and	full detail.

•	 Output	can	be	directed	to	the	screen,	.PDF	preview,	any	printer,	
fax,	email	or	a	networked	harddrive	on	the	server.

SAMPLE	OUTPUT:	SALES	ANALYSIS:	CUSTOMER
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SALES ANALYSIS

SAMPLE	OUTPUT:	SALES	ANALYSIS:	PART

SAMPLE	OUTPUT:	SALES	ANALYSIS:	ACCOUNT
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