Productivity Tools Options Setting Productivity Tools Options

Productivity Tools Options

TaiRox Productivity Tools Options lets you:
e Hide productivity tools that are not used by your company.

e Choose which locations and Sage 300 companies to include when you view item quantities in
Extended Order Entry, Extended Shipment Entry. Extended PO Entry, and Extended PO Receipt
Entry,

These programs can display item quantities available at other locations in the same Sage 300
company and in other Sage 300 companies.

o Display customer optional fields on the Extended Order Entry and Extended Shipment Entry
screens, require orders and shipments to include purchase order numbers, warn if customer PO
numbers were previously used on orders and shipment, show totals for a selected unit of
measure, include line discounts in margin and markup calculations, require a valid ship-to
location code, and prevent users from changing the ship-to address on orders and shipments.

e Display vendor optional fields on the Extended PO Entry and Extended PO Receipt Entry
screens, require PO receipts to include purchase order numbers, link PO lines created from an
order to the original order lines, and show totals for a selected unit of measure.

Important Notes: The Options program is only available to the Sage 300 ADMIN user. Changes are
site-wide, meaning that they apply to all Sage 300 companies, even though the edits are done while
logged into a single company’s desktop.

Setting Productivity Tools Options

Choose the Options program from the top-level of the Productivity Tools menu:
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The Productivity Tools Option screen has four tabs:
e Menu tab: Lets you hide productivity tools that are not used by your company.

e |tem Quantities tab: Lets you choose which locations and Sage 300 companies are included
when you view item quantities in Extended PO Entry, Extended PO Receipt Entry, Extended
Order Entry, and Extended Shipment Entry.

e Order Entry tab: Lets you display customer optional fields on the Order Entry and Shipment
Entry screens, require orders and shipments to include a purchase order number, warn for
customer PO numbers that were used on previous orders or shipments, show totals for a
selected unit of measure, include line discounts in margin and markup calculations, require a
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valid ship-to location code, and prevent users from changing the ship-to address on orders and
shipments.

e Purchase Orders tab: Lets you display vendor optional fields on the PO Entry and Receipt
Entry screens and require receipts to include a purchase order number. It also lets you link PO
lines created from an order to the original order lines — for use with reports or program additions —
and show totals for a selected unit of measure.

Menu tab — select which Productivity Tools appear on the Sage 300 Desktop
A Productivity Tools activation code (all modules) provides access to dozens of tools.

Although single module activations are available for TaiRox Productivity Tools, the Options program
provides a quick way to hide tools that are not used by individual clients.

e |t allows customers to hide tools they are not using.

e |t allows resellers to demonstrate limited or full functionality quickly, without changing activations.

The Menu tab shows all TaiRox Productivity Tools — irrespective of the activation code in use.

SAMLTD - Options

Eile  Help

Menu  kem Quantities Order Entry  Purchase Orders

[=1---[#] TaiRex Productivity Tools ~
- [#] General Ledger Tools

%/L Extended G/L Accourts

#/L Bxtended G/L Segment Codes

X/L Extended G/L Account Groups

¥/L Accourting Status
<[] /L Extended Create New Year
X/L Extended Fiscal Calendar
<[] ¥/L Set Recuming Dates
%/L User Management
[ [w] Order Entry Tools
%/ Extended Order Ertry
<[] ¥/L Extended Shipment Entry
X/L Extended CR/DR Note Entry
X/L Ship Orders
*/L Invoice Shipments
- [#] ¥/L Update Orders
<[] ¥/L Update Shipments
*/L Delete Orders

e To hidetools, deselect tools that you want to remove from the Sage Desktop.

Item Quantities tab — select companies and locations for Item Quantities display

Productivity Tools lets you display item quantities from multiple locations while entering orders,
shipments, POs, and PO receipts. The multiple locations can be in the any Sage 300 Company.

e |n Options, click the Item Quantities tab to specify companies and locations to be displayed.

SAMLTD - Options

Menu kem Quantties Order Entry ~ Purchase Orders
Test Connection

Move Up

Move Down
.
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e Use the Insert and Delete keys to add or remove locations and companies from the Item
Quantities grid and to change the order that locations appear.

o Note that access to the data is through SQL Server, so you must provide database credentials.
For Sage 2023 PU2 and higher: Item data will NOT appear unless the user ID and password
have sufficient permissions to access the Sage 300 Vault database as well as the individual
company DBs.
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To display Iltem Quantities for Extended PO Entry and Extended Order Entry

Select the Extended Order Entry > File > Settings menu choice to change the Item Quantities
display settings for sales orders.

Select the Extended Shipment Entry > File > Settings menu choice to change the ltem
Quantities display settings for OE shipments.

Select the Extended PO Entry > File > Settings menu choice to change the Item Quantities
display settings for purchase orders.

Select the Extended PO Receipt Entry > File > Settings menu choice to change the Item
Quantities display settings for purchase order receipts.

To customize the item quantities grid to suit user needs

Each user can customize the item quantities grid by hiding and moving columns to suit their own needs.

For example:

You can hide the Database ID and Name columns if all locations are in the same Sage company.

You can also hide the Item Description and Stocking Unit if these are the same at all locations.
Hide and re-arrange columns by dragging and dropping.

You could also hide the item number column.

PTDEMO - Item Quantities
Eile  Help

Location | Description hem Number | Gty. On Hand | Gty. On Hand (Al)
| a1-1050
Potland Offics  A1-105/0
Newark, New Je... A1-105/0 75 e 150 o 75 0 75
Port of Vancouver  A1-105/0 £ 78 250 0 £ 0 LI
I il )\

e

A w

Order Entry tab —require POs on orders and shipments, warn for duplicate PO
numbers on orders and shipments, show UOM totals, include discount % in
margin/markup, enforce ship-to location codes, prevent changes to ship-to
addresses, and display customer optional fields

The options on the Order Entry tab let you:

Require orders and shipments to include purchase order numbers.
Warn if a PO is duplicated on an order or shipment.
Show unit of measure totals on the Extended Order Entry and Extended Shipment Entry screens.

Include the discount percent set on order lines the margin/markup calculations for each line and
for the order as a whole.

Prevent orders and one-time shipments (shipments without an order) from being posted if the
Ship-To Location is blank.

Prevent users from entering or changing ship-to addresses.
Display customer optional fields on Extended Order Entry and Extended Shipment Entry screens.

Note that Sage 300 optional fields are sold and installed as a separate module. You must install
optional fields, set them up in Common Services, add them to customers in Accounts Receivable,
and then select them in Productivity Tools Options to add them to the Extended Order Entry and
Extended Shipment Entry screens.
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k4 SAMLTD - Options

File Help

Menu  fem Quantties  Order Entry  Purchase Orders

Order/Shipment Must Have a Purchase Order Number Customer Optional Field REQPONUM Q

Leave the Customer Optional Field blank if a Purchase Order Number is required for all customers. Select a Yes/No Customer
Optional Field name to control this option by customer.

Display @ waming if a Customer Purchase Order is used on mare than one Order or Shipment

Show Tatals for This Uinit of Measure Q

[+4] Subtract Discount from Margin and Markup Caleulations

Sh\p-To Location Cannot be Blank

Do Mot Allow Ship-To Address to be Changed
Order/Shipment Customer Optional Fields To Display

Include -> Requires PO Number on Orders Up
Accounts Receivable Contact Type Customer Credit Waming
Lease Date eEmnk Maximum Order Amourt o

Minimum Order Amount

Lease Expiry Date

To force orders and shipments in Order Entry to include a purchase order number

e Select the checkbox for “Order/Shipment Must Have a Purchase Order Number.”

[REGPONUM |Q I

I Order/Shipment Must Have a Purchase Order Number Customer Optional Field

e Optionally, select a Yes/No customer optional field to specify which customers require purchase
orders numbers on all orders and shipments.

In this example, the customer optional field is called “Order Requires PO Number”. The field must
be a “Yes/No” type field.

If you select the checkbox — and do not specify a customer optional field — the program will
require a purchase order number on all orders and shipments.

Note: If you specify a Yes/No optional field -- and a customer record does not include the optional
field — the program will not require a purchase order number when you create an order or shipment.

To warn users that a PO number has been used on a previous order or shipment
e Select the checkbox for “Display a warning if a Customer Purchase Order is used on more than
one Order or Shipment.”
I Display a waming if a Customer Purchase Order is used on more than one Order or Shipment I

The program will warn users during Order Entry or Shipment Entry (where no order was entered)
if a customer purchase order has been used on a previous order or standalone shipment.

To show totals for a particular unit of measure on Extended Order Entry and Extended
Shipment Entry screens
e Select the unit of measure that you want to total. You can set the field to blank to turn off the
option.

I Show Totals for This Unit of Measure |EEI. | "._{‘ I

The unit of measure will be totalled on the Extended Order Entry screen.

Q. tem No./ Misc. Charge | Q Kit/BOM | Description Q Pice Ligt | Q Location | DeiverBy | Exp. Ship Date | G ered | Q Order UOM

D1-608/B Double Pedestal 71in X 35n UK 2 20210413 20210413
A2(MAGE-1500G Image 1500 Series Desk Acces... 20210413 | 2021-04-13
1

A1-752/B Letter Tray - Kings-5000 Series UK 20210413 2021-04-13

97||

I Total Ea

Note that the total includes “Ea” unit of measure only. The “Pkg” unit is not included.
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To include the discount set on order lines in margin/markup calculations
e Select the option to “Subtract Discount from Margin and Markup Calculations”.

I [+] Subtract Discount from Margin and Markup Calulations I

This option subtracts any line discount from the margin and markup calculations in Extended
Order Entry, Extended Shipment Entry, and Extend O/E Invoice Entry.

The margin and markup columns appear in the grid for each order, shipment, and invoice line.

Description Orig. Order Shipped To ... Margin Percent Markup Percent Margin Amount | Most Recent Unit C..

CC Cross-Country Tr. 0 49.18109 9677714 69.40 71715633
ccT Cross-Country Tr. 2 2 49.11915 96.53762 13063 135312520
ccT Cross-Country Tr... 4 4 62.94732 169.88604 229.88 135312667
ccT Cross-Country Tr. 5 5 4511824 96 53407 104.50 109.438000

v
< >

If you click the Order Margin, Shipment Margin button or Invoice Margin button, the program will
include the discounts from each line in the margin and markup calculations.

File Help

Margin Percent 53.65987
Markup Percent 115.

Margin Amount 2,397.30

To prevent users from posting orders or shipments with blank ship-to locations
e Select the option to “Ship-To Location Cannot be Blank”.

I Ship-To Location Cannat be Blank I

The program will display the following message if users try to post an order or shipment without a
ship-to location code.

Emor
Description: Ship-To Location Code cannat be blank.

Source: 09:41:11-

To prevent users from entering or changing ship-to addresses
e Select the option to “Do Not Allow Ship-To Address to be Changed”.

I Do Mot Allow Ship-To Address to be Changed I

The program pop-up for ship-to addresses (shown below) will display the current address but not
allow changes:

Customer No. |1zon | |Mr Ronald Black ‘

Ship-To Name |Mr. Ronald Black |
Address |2320 Wabash Road |
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To add optional fields to the Extended Order Entry and Extended Shipment Entry screens

e Highlight the optional field you want to display in the list on left side, and click the Include button.

Crder/Shipment Customer Cptional Fields To Display

~ Include > Up
Accounts Receivable Contact T Order/Shipment Reguires PO Numby

BEF Price Level Note

BAR Price Level s Encude UPS Zone Do
CCM Price Level Customer Credit Waming

DBF Price Level Al->

DBR Price Level

DBS Price Level <- None

I T Frmre Dorind

In this example, we’ve included the optional field “Requires Purchase Order Number” to remind
users that the program will use this field to force an entry in the PO No. field.

e You can use the Up and Down buttons to change the order that optional fields are displayed on
the Extended Order Entry and Extended Shipment Entry screens.

The following Extended Order Entry screen shows that no value has been set for the Requires
Purchase Order Number field, so the program will not force you to enter a PO number.

SAMLTD - Extended Order Entry

Fle Help  OfE Order Entry

Order o, | 4 4 [ORDE00000000073 » Q4+ NoofShoments | O LetShpmentMo. [ |
L e, [

axes  Optionsl Fields  Sales Spli Bates  Totals

Ocder | Cus

Tempizte Code [ACTIVE D] PO No | ‘ ‘Status Posted ‘ |Ervtaed By: ADMIN
Order Date 12/02/2020 Clonkdd |
Order Type Active - [7] From Multiple Quotes b [7] Job Related Project Invoicing Retainage PROSPECT N
Lease Date
swotocwm [ ]Q+ & temen [ |0 Eomverns o ] |
Deliver By 12/02/2020 Exp. Ship Date |12/02/2020 [¥] Cale. Tax

Purchase Orders Entry tab — display vendor optional fields, require PO numbers
on PO Receipts, show UOM totals, and link PO lines back to the original order

The options on the Purchase Orders tab let you:
o Display vendor optional fields on Extended PO Entry and Extended PO Receipt Entry screens.
e Require PO receipts to include purchase order numbers.
e Link PO lines created from an O/E order to the original order lines.

Note that the link to the original order line uses the database line ID for the order line — not the
line number shown in the order Ul. The link can be used for customized/BI reports or program
additions.

e Show unit of measure totals on the Extended PO Entry screen.

SAMLTD - Options

Eile  Help

Menu  ftem Quantities  Order Entry ~ Purchase Orders

Receipt Must Have a Purchase Order Number Vendor Optional Field RECREQPO )]

Leave the Vendor Optional Field blank if a Purchase Order Mumber is required for all vendor receipts. Select a Yes/Mo Vendor
Optional Field name to control this option by vendars

Optional Field for Linking PO Lines to Original O/ Order Line Numbers ORDERLINENUM

1
Show Tatals for This Unit of Measure {

Purchase Order/Receipt Vendor Optional Fields To Display

Accounts Payable Cortact Type I Include - i ACH# Up

Discount Grace Period Receipt requires PO number

\endor's Purchasing Representative Disc Level

Temporary Vendor FEEET Due Date Grace Period L

UPS Zone Mote

Vendor Class Al->

Note that Sage 300 optional fields are sold and installed as a separate module. You must install the
optional field module and set up optional fields in Common Services.

e You must add vendor optional fields to vendor records before you can add them to Extended PO
Entry and Extended PO Receipt Entry screens.
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e To require PO numbers for particular vendors, you must add a Yes/No optional field in Common
services, add the field to vendors in Accounts Payable, and then select the field in Productivity
Tools Options.

e To add a link from PO detail lines to the original O/E order details, you must add an integer type
line number optional field in Common services, add the field to PO detail lines, and select the field
in Productivity Tools Options.

The optional field will be populated with the O/E line number when you create a PO in Order
Entry from order details using the “Create Purchase Order” button in Extended Order Entry.
To force receipts in Purchase Order Entry to include a purchase order number

o Select the checkbox for “Receipt Must Have a Purchase Order Number.”

I Receipt Must Have a Purchase Order Number Vendor Optional Field |REOP0 | "._" I

e Optionally, select a Yes/No vendor optional field to specify which vendors require purchase
orders numbers on all receipts.

In this example, the vendor optional field is called “Require PO Number on Receipts”. The field
must be a “Yes/No” type field.

If you select the checkbox — and do not specify a vendor optional field — the program will
require a purchase order number on all receipts.

Note: If you specify a Yes/No optional field -- and a vendor record does not include the optional field
— the program will not require a purchase order number when you create a receipt.
To link PO lines created from an O/E order to the original order lines

e Create a new integer optional field in Common Services and give it an appropriate name — in this
example, “ORDERLINENUM”.

E SAMLTD - Optional Fields

File  Help
Optional Field |4 f SGDISIIETON (p p| ) +  Description PO field for eriginal O/E line number ‘
e

Validate

¢ Add the integer optional field to purchase order details using the Optional Fields program in the
P/O Setup folder. Do not set a value for the field, make it required, or auto-insert it on details
lines.

E SAMLTD - P/O Optional Fields
File

Help

General

Optional Fields For Purchase Order Details ~]

Q, Optional Field Optional Figld Description Value Set | & Default Value | Value Description | Required | Auto Insert [ial

PO field for onginal O/E lin..._

If you want the order line numbers to follow through to the receipt, invoice, CR/DR notes and
returns, you should also add it to the receipt details, invoice detals, return details, and cred/debit
details.

e When you create a PO in Order Entry from order details, make sure that you use the “Create
Purchase Order” button in Extended Order Entry (not the “Create PO” button).

re | [eezero. | N [rasy. | [Feomets Orierrom ity | [ O/E Fomen =
Database 1D Location Description ltem Number Description Stocking Unit Q
SAMINC 3 Newark, New Je... A1-757/G Paper Clip Dispe... Ea. =7 [1] [1] 7
SAMINC 4 Port of San Fan A1-757/G Paper Clip Dispe Ea 0 0 0 0 v
< >
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To show totals for a particular unit of measure on Extended PO Entry screens

e Select the unit of measure that you want to total. You can set the field to blank to turn off the
option.

I Show Taotals for This Unit of Measure ] I

The unit of measure will be totalled on the Extended PO Entry screen.

Completed | Q tem Number ftem Description

1 No A1-105/0 13W Mini Fluorescent Bulb 1 No _> 75 Ea
2 No A1-755/G Letter Tray - Image-1500 Series 1 -

3[No | AI-105D e —y

Note that the total includes “Ea” unit of measure only. The “Pkg” unit is not included.

To add optional fields to the Extended PO Entry and Extended PO Receipt Entry screens

e Highlight the vendor optional field in the list on the left side that you want to display, and click the
Include button.

Purchase Order/Receipt Vendor Optional Fields To Display

ACH Include -> Require PO Number on Receipts Up
Accounts Payable Contact Type Mate
Disc Level ~ Vendor's Purchasing Representative
Discount Grace Period =EEnE Vendor Class L
Due Date Grace Period
Temioraz \Vendar Al->

<- None

In this example, we’ve included the optional field “Requires Purchase Order Number” to remind
users that the program will use this field to force an entry in the PO Number field on receipts.

e You can use the Up and Down buttons to change the order that optional fields are displayed on
the Extended PO Entry and Extended PO Receipt Entry screens.

The following Extended Order Entry screen shows that a “yes” value has been set for the Requires
Purchase Order Number field, so the program will force you to enter a PO number.

SAMLTD - Extended PO Receipt Entry

file Help  P/OReceipt Entry

e [ L —

Vendor Number | |1200 | 1+ b |Ch|nr|de$yslems

Fecsipt Tages Addtionsl Costs Optionsl Fields Rstes  Tgtals

PO Number |:| ! [CJFrom Mutiple POs ) [ Job Related ]
R Dat: 2021-04-18 Posting Dat 2021-04-15 2021-04 Last R N — :
coapt Date [A710415_| osng e (21210419 | =i Make sure you ge he PO i
Template [ ]2 stfolcan [ Q0 SipTolocaion | | b RSt

Vendor Class Miscelaneous Expense P
FOB Point [ | spVia | Q]

Ho. of Recaipts Optional Field
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