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Welcome to OSAS®

The OPEN SY STEMS Accounting Software (OSAS) product line consists of
several accounting applications. Each application addresses a different phase of
your financial operations; together, they form a powerful accounting solution to
your daily and periodic accounting needs.

Customer Support

Open Systems, Inc. has a strong commitment to customer service and product
quality. If you have difficulty using Open Systems, Inc. products, consult your
user’s manual and other OSAS reference materials. If you need more
information, consult a customer support representative.

OSAS Overview

Resource Manager

The Resource Manager application is the foundation or shell of OSAS. It
provides the operating environment that holds the other applications. Resource
Manager also includes three powerful business features: Global Inquiry,
Executive Information Summary (EIS), and Print Manager. With Global Inquiry,
you can drill through your accounting data to find selected information
throughout your system. With EI'S, you can access company information quickly
and view summaries of all aspects of a company or a group of companies. With
Print Manager, when you print reportsto file, your reports can be stored, sorted,
printed, and searched for specific text.

Base Applications

Base applications are designed and produced with the largest possible number of
industries in mind. They are most effective when you interface them with each
other. Base applications are usually named after common accounting operations.
Examples are: General Ledger, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, Payroll, and Inventory.
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Welcome to OSAS® Introduction

Running OSAS

1-4

OSAS runs on an operating system supported by 150 megabytes of permanent
storage and 4MB of RAM. You may need additional space or memory,
depending on the size of your data files and the operating system you use.
Consult your reseller for more information.

Starting OSAS in Windows

To start OSAS on acomputer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

Starting OSAS on Other Operating Systems

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt.

The osas command can recognize three parameters: -t, -c, and -a.

Theterminal ID (-t) isthe identification code assigned to the terminal you are
using to run OSAS. On multiuser systems, each terminal usually has adefault ID
assigned when the terminals were added to the system. Use the -t parameter only
when you want to log on with an 1D other than the default ID. The terminal
parameter isvalid only if you are using Resource Manager for LANS.

The company ID (-c) isthe identification code assigned to a company. If your
system carries two or more companies and you do not enter acompany 1D, the
menu of the company entered by the last person who used the terminal appears.

The access code (-a) is your personal password. Use the Access Codes function
on the Resource Manager Company Setup menu to set up access codes.

The most general expression for getting into OSAS takes all the parameters into
account. For example, if you are on terminal 2 (T2) working with company B,
and the password is apple, specify that information to access the system:

osas -t T2 -c B -a apple
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Introduction Welcome to OSAS®

In UNIX you can enter the parametersin any order, and you can use any
combination. You must leave a space between the parameter mark (-t, -c, or -a)
and the parameter itself.

Note I

In Windows, you can set up OSAS such that it always opens using a certain
access code. Open the OSAS program shortcut’s properties and enter the
access code and your company ID in the Target box. For example, using
apple asyour access code and H as your company 1D, enter the following:

C:\osas\progRM\osastm.exe -m4096 -tT0OO -nTOO - -aapple -cH

If you want the system to prompt for an access code after opening, enter -ain
the Target field, followed by a space, followed by -c and the company ID.

In the Windows icon properties, the parameter marks (-m, -t, or -n) can be
entered in any combination but must be before the separation dash. The
access code and company 1D commands (-a and -¢) must be entered after the
separation dash. See the Resource Manager Installation Manual for more
information on these parameters.

ODBC Kit User’s Manual 1-5






The ODBC Kit

Use the ODBC Kit to access your OSAS company information from any ODBC-
compliant application such as Microsoft Access, Excel, Query™, or Word™;
Crystal Reports, and so forth. The functions avail able from the OSAS menu are
used to manage the data dictionaries and the ODBC driver.

Menu Structure

The ODBC Kit menu structure is similar to the structure of other OSAS
applications: functions appear roughly in order of use.

Edit CONFIG.TPM

Use the Edit CONFIG. TPM function to set up a database configuration file for
each company installed in OSA S whose data you want to access using the ODBC
drivers.

Dictionary Tools

Use the functions on the Dictionary Tools menu to set up and maintain
information about your data dictionary. For example, use the Update Reserved
Words function to establish and update information about reserved words for the
version of SQL you use.

Dictionary Reports

Use the Dictionary Reports functions to verify that field names are not SQL
reserved words, to produce alist of field and file namesin the data dictionary.

Application Interaction

The ODBC Kit is an application that transates your OSAS datainto fields
accessible through SQL (Structured Query Language). You can use SQL to
access any application included in the data dictionary to which you have access
rights.
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Conventions

This manual helpsyou install OSAS on any standard computer running any of
several popular operating systems and hel ps with your accounting software
questions. Use the manual as a reference for the OSAS interface and application
functions.

Manual Conventions
This manual is divided into the following sections:

e Thisintroduction provides an overview of this application and the OSAS
system, the basic functionality of the application including graphical and
text-based application features, and function key references.

e Theremainder of the chapters explains the set up, workflow, and functions
of the application: where each function fits within the application and how to
use each function to get the most out of the application.

Mouse Conventions
The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, these terms are used for operating the mouse: click,

right-click, double-click, and deselect.

The click isasingle press on the left mouse button. Place the cursor over the
desired function, and press the left button to enable, or select, that function.

A right-click isa single press of the right mouse button.
To double-click, move the cursor over the desired function and quickly press the
left mouse button twice. If there istoo long a pause between clicks, the computer

may interpret your action as two separate clicks and may not perform the desired
function.
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Conventions Introduction

To deselect an object, move the cursor off the icon or folder onto a blank space
within the window and press the left mouse button.

Note I

Some mouse manufacturers allow you to change the function of the mouse
buttons for those who prefer (for example) to use the mouse with their left
hand. In this case, reverse the commands when you use them. For example, a
click refersto asingle press of the right mouse button, while the term right-
click refersto asingle press of the left button.

GUI/Text Command Conventions

When you see the phrase “use the Proceed (OK) command” in the user’s
manuals, press PgDn in either text or graphical mode. In graphical mode,
clicking OK has the same effect as pressing PgDn.

GUI/Text Menu and Function Conventions

When you start OSAS, the main menu appears and lists the applications available
for use. If you are using UNIX or Linux, the text main menu appears.

If you are using Windows, you can choose between the text main menu, the
graphical main menu, or the start-style main menu. Use the Defaults function
under the Resource Manager Workstation Configuration menu to select the
style of menu you want to appear by default, or you can press Shift+F5 to toggle
between the menu styles from any menu. You can use any of the menus
regardless of whether you use the text or graphical modes for the OSAS
functions.

In addition, if you are using Windows, you can use either text or graphical
function screens independently of the main menu. For example, you can use text
function screens even if you are using the graphical main menu and vice versa.
Select GUI Functions from the Modes menu or press Shift+F6 to toggle between
the text and graphical modes for function screens.
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Introduction Conventions

Access Codes

Your company can limit use of the system by defining access codes and assigning
them to employees. Each code allows access to specific applications, menus, and
functions. If you cannot select a menu, your access code is not authorized for it.

Usethe Access Codes function on the Resource Manager Company Setup
menu to set up access codes.

If you have more than one access code, select Access code from the File menu
or press F4. The Access Code box appears (the exampl e bel ow uses the graphical
mode).

Enter the access code you want to change to, then click OK or press Enter.

Workstation Dates

To change the workstation date, select Workstation date from the File menu or
press F6. The Workstation Date box appears (the example below uses the
graphical mode).

&, Set Workstation D :\ |

wAvaz 3 g TemEE]
Abandon |
E it |

Use the buttons or your keyboard to enter the date and click OK or press Enter to
change the workstation date. Click System Date to change the workstation date
to match the operating system date, click Abandon to restore the original date, or
click Exit or press F7 to close the box without changing the date.
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OSAS Text Menu

The text main menu can be used on all operating systems. Using text-based
menus, the text menu (shown below) offers easy access to your applications.

&, D5AS TODD =] ]

Settings Edit Print Help

03/21/2002 Company H - Builders Supply 3:21 PH

Hain Menu

GENERAL Report Writer

TOO0——————— OPEN SYSTEMS (R) iccounting Softvare — RS EttaRa el —

When you select an application, the application’s menu, which presents several
related functions, is superimposed over the main menu. Selecting afunction leads
you to a function screen or to another menu.

You can select applications from the main menu in these ways:

« Usethe arrow keysto move the cursor up or down, highlighting the
application you want to use. Then press PgDn or Enter to select it.

*  Pressthefirst letter of the application you want to use. The cursor jJumps to
the first application beginning with the letter. Continue to pressthe letter key
or the down arrow until the application you want is highlighted. When your
choiceis highlighted, press PgDn or Enter to select it.
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OSAS Text Menu Introduction

«  Position the mouse cursor over the application and click. The application
briefly highlights and switches to the application screen.

e Tojumptothefirst application on the menu, pressHome. To jump to the last
application on the menu, press End.

To select afunction from an application menu, highlight and select your choices
the same way you do on the main menu—uwith one exception: you can press
PgDn only when an option leads to another menu. You must press Enter to select
afunction.

On an application menu, you can press PgUp to move to the menu immediately
aboveit. If you are several menu levels away from the main menu, you can return
to the main menu by pressing PgUp repeatedly or by pressing the Tab key.

You can exit from amenu in these ways:
*  PressPgUp to go to the previous menu (one menu up).

e Pressthe Tab key to go to the main menu.
* UseExit (F7) to go to the operating system.

Commands

1-14

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. To access acommand, press the corresponding key.
If you're working with akeyboard that lacks function keys (labeled with an F
followed by a number) or if you're working with an emulator in UNIX (which
can cause function keys to become unavailable), press the appropriate aternate
key combination to access the command.

Command Alternate

Key Key Description

Esc Opens amenu listing available commands.
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OSAS Text Menu

Command
Key

F1 (Help)

F2
(Favorites)

F3 (Change
Company)

F4 (Access
Code/Other)

F5 (Live/
Sample
Data)

F6
(Workstation
Date)

F7 (Exit)

F8 (Print
Screen)

F9 (Change
Year)

ODBC Kit User’s Manual

Alternate
Key

Esc+H

Esc+W

Esc+D

Esc+O

Esc+X

Esc+F

Esc+M

Esc+L

Esc+U

Description

Opens the help description for the selected
application/function. You must be within an
application menu to access this command.

Toggles between the Favorites and main menus.

Allows you to switch to adifferent company.

Allows you to enter an access code.

Pressing this key (or key combination) twice
opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-22 for more
information on the commands available.

Switches between live and sample data.

Allows you to change the workstation date.

Exits from OSAS.

Allows you to output the current screento a
printer, print preview window, or file.

Allows you to change to a different fiscal year
when you are inside the General Ledger or
Payroll menus.
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OSAS Text Menu

Introduction

Command
Key

F10 (Add to/
Delete
Favorites)

Shift+F2
(Application
Info)

Shift+F5
(Menu
Style)

Shift+F6
(ToggleGUI
screens)

PgUp

Tab

Enter

Up/Down
arrow

Alternate
Key

Ctrl+Z

Esc+l

Esc+G

Esc+K

Description

Pressing this key (or key combination) on the
main menu adds the selected application or
function to your Favorites menu. Pressing this
key on the Favorites menu removes the sel ected
application or function from the Favorites menu.

Opens a screen listing information about the
applications you have installed.

On Windows workstations, pressing this key
combination toggles between graphical and text
main menus.

On Windows workstations, pressing this key
combination toggles between graphical and text
function screens.

Moves back one menu level.

Moves back to the main menu from any
application menus.

Selects an application menu or function from a
menu.

Moves the cursor up or down through the menu
selections.
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OSAS Graphical Menu

In a Windows environment, you can choose from two types of graphical-style
menus. The standard graphical menu features application selections that
resemble many Windows functions. The start-style menu is named so because of
its functional resemblance to the Start menu in Windows 95, 98, NT, and 2000.

Both graphical menus provide pull-down menus, convenient tool buttons, and
easy access to your installed applications and their functions using either the
mouse or keyboard. The two graphical menus provide you with avisual choicein
your interaction with OSAS and your data.

When you select an application in either graphical OSAS menu, the application’s
main menu, presenting several related functions, appears beside the OSA S menu.
Selecting afunction leads you to either afunction screen or another menu.

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. You can access commands in these ways (if a
button or pull-down menu selection is muted or gray, it is not available for use):

«  Click the appropriate graphical tool button.
e Select the command from a pull-down menu.
*  Pressthe associated keyboard hot key.

If you use the graphical menu, you can select application menus and functions by
clicking the function or menu nhame on the menu or by highlighting your choice
and pressing Enter. If you choose the start-style menu, you can select
applications from the main menu by using the arrow keys to highlight your
choice and pressing Enter, by clicking the selection, or by holding the mouse
cursor over the selection until the menu appears.

From any application menu, you can select a button from the previous menu to

move directly to that menu. If you are several menu levels away from the main
menu, you can return to the main menu by clicking items on the previous menus.
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OSAS Graphical Menu Introduction

Graphical Main Menu

i, TOOO - DPEN SYSTEMS® Accounting Software ] ]
File Modes Tools Favorites Other Help

Mo ? @0 KREOC

IH Builders Supply Q ! S

mmxm‘mw

Main Menu General Ledger - 2002
GEMERAL Report \witer tions Tranzactions
ODBC Kit Feports Copy Recuring Entries
Billz of Materialz/Kitting Periodic Processing GL Journal
Bank Reconciliation File Maintenance GL Activity Report
Paproll with Direct Deposit Statement M aintenance GL and Tranzaction [nguiry
Fixed Assets aster File Lists
General Ledger
Inventary
Job Cost
Purchase Order
Sales Order
Mare ...

[ |Company H | Terminal TOOD [03/14/2002 [11:30 &M

You can exit from agraphical menu in these ways:

e Select abutton from a previous menu.

¢ Pressthe Tab key to go to the OSAS menu.

»  Click the Close box in the upper-right corner of the window.
+  UseExit (F7).

»  Sdlect Exit from the File menu.
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Introduction OSAS Graphical Menu

Start-Style Main Menu

&% TOOO - OPEN SYSTEMS® Accounting Software == ﬂ

File Modes Tools Favorites Other Help

OfLe @D EES

"Dala and Tim Data H  Builders Supply =]

08/14/2002 @ LiveData
11:32.4M © Sample Data

] GEMERAL Report VWhiter
L1 ODBC Kit
(1 Bills of Materislsitting

=T
1 Reconciliation
1 File Meirtenance
(1 Master File Lists

ank ciliation
(1 Payrall with Diract Deposit
[ Fixed &ssets

1 General Ledger

1 invertory

(1 Job Cost

[ Purchase Order

ransactions
Sy Void Checks and Stop Payments
S BR Journal

Sy Bank Account Register

%3 Post Transactions

O5AS

(PEN SYSTEMS® Accounting Saftware

yrYyw

(1 sales order
1 more .

Y¥YTYTYYTYYXYYYY

(OPEN SYSTEMS® Accounting Software

You can exit from a menu in these ways:

e Presstheleft arrow key to go to the previous menu (one menu up).

* Hold the mouse over a different menu choice.

e Pressthe Tab key to go to the OSAS menu.

e Click the Close box in the upper-right corner of the window to close OSAS.
e UseExit (F7) to close OSAS.

*  Select Exit from the File menu to close OSAS.
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OSAS Graphical Menu Introduction

Main Menu Elements

1-20

Pull-Down Menus

When using the graphical menus, you can use the pull-down menus and toolbar
buttons to access functions without using the function keys. While the function
keyswork in graphical menus, the menu bar and toolbar buttons give you a
choicein accessing these functions. The OSAS pull-down menu bar is shown
below.

_?a,_. TOOD - OPEN SYSTEMSE Accounting Software
File Modes Tools Favorites  Other  Help

To access the menu’'s commands, click one of the menu titles. The menu for that
heading appears and lists avail able commands followed by any hot key
combinations in brackets <>. To use acommand, either click the command name
or press the hot key(s) listed.

File Menu

File Modes Tools Favorites Other Help
Access code <F4z é o
Sample data set  <F5> ———
Workstation date  <F&>

Exit <F7=
Command Description
Access Code Opens the Access Code dialog box. See “ Access

Codes’ on page 1-11 for more information.

Sample dataset/Live  Toggles between Sample and Live data.
data set

Workstation date Opens the Workstation Date dialog box. See
“Workstation Dates” on page 1-11 for more
information.

Exit Exits OSAS.
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OSAS Graphical Menu

Modes Menu

File | Modes Tools Favorites Other  Help

v GUI Functions <Shift-F&=
——  Stale GUI Screens  «Shift-F7s ———

Command Description
GUI Functions Toggles between graphical and text function screens.

Scale GUI Screens Toggles scaling of graphical screens on and off.
When selected, this command enlarges graphical
screens. When off, the command restores the OSAS
screensto their original size. This command does not

take effect until you access a function.

Tools Menu

File Modes | Tools Favorites Other  Help

Tp e S [BO

Command Description

Calculator Opensthe OSAS calculator.

Favorites Menu

File Modes Tools | Favorites Other Help

El ﬁ g 7 B Change to Favaorites <F2

Command Description

Change to Favorites  Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-49 for more information.

1-21
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OSAS Graphical Menu Introduction

Other Commands Menu

Fle Modes Tools Favorites | Other  Help
| Gl Séer ? B @A E Calculator
—————  Execute an Operating System Command
Call a PROJS Program
Product Suggestions
Application Options [nguiry
Global Inquiry (3
General Information Inguiry
Support Information
User Comments
EIS Dashboard Display
EIS Dashboard History
Paop Up Calendar
Inventory Price Calculator

Command Description

Calculator Opens the OSAS calcul ator.

Execute an Operating  Allowsyou to enter an operating system command
System Command from within OSAS.

Call a PRO/5 Program  Allows you to execute a PRO/5 program.

Product Suggestions Creates areport for future OSAS product

suggestions.

Application Options Allowsyou to view the application options you have

Inquiry set up for a particular application.

Global Inquiry Allows you to search across your data. You can
select from the installed applications which datato
search.

General Information Allows you to search for information on employees,

Inquiry customers, and vendors.

Support Information Displaysthe OSAS Support Information.

User Comments Allows you to record comments for your own use.
EIS Dashboard Display Displaysthe EIS Dashboard.

EIS Dashboard History Displaysthe EIS Dashboard history.
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Introduction OSAS Graphical Menu

Command Description
Pop-Up Calendar Allows you to create and read date remindersin
OSAS.
Inventory Price Allows you to calculate prices and view quantity,
Calculator cost, and pricing information for inventory items.
Help Menu

File Modes Tools Favorites Other | Help
dr ? @ @ HH £ Help <Fl=
E @ E 5 About 0545

Command Description

Help Opens help descriptions for the application menus
and functions.

About OSAS Opens the About OSAS dialog box.

Main Menu Toolbar

The main menu toolbar gives you quick access to frequently-used OSAS
commands. To access a command, click the appropriate button.

Cew @08 EC

Button Description
E’ Opens the Workstation Date dialog box to change the date.
See “Workstation Dates’ on page 1-11 for more information.

@I Opens the Access Code dialog box to switch between access
codes. See“ Access Codes’ on page 1-11 for information.

@I Displaysthe Application Information dialog box.
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Introduction

Button

= E B B

©

Right-Click Menu

Add to Favorites

Change to Favarites

Sample Data

GL Setup

Function Information

Description

Opens help descriptions for the application menus and
functions.

Opens the OSAS calcul ator.

Displays the pop-up calendar screen. You can use the
calendar to add and review reminders for any date.

Opens an MS-DOS command window.

Displays a screen for calling any BBx program that does not
reguire variables to be passed to it. For more information, see
“Appendix F” in the Resource Manager User’s Manual.

Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-49 for more information.

On the graphical and start-style main menus, the right-click menu gives you
quick access to commands that help you manage commands on your Favorites
menu, switch between sample and live data, perform certain setup tasks, and
view function information. To access the menu, click the right mouse button
anywhere on the graphical or start-style main menu.

1-24
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Introduction OSAS Graphical Menu

Command Description
Add to/Remove Use the Add to/Remove Favorites Menu button to
Favorites (F10) add the desired submenu or function to or from your

Favorites menu.

Change to Favorites/ Toggles your display menu between the Favorites

Main and main menus.

(F2)

Sample Data/Live Switches between sample and live data.
Data (F5)

Setup (F9) Performs certain application setup tasks. For

example, in General Ledger, you can select the year
with which you want to work. If Setup isrequired in
an application, the application’s user’s manual
describesits use.

Function Displays information about the selected function.
Information (F1)

Data Set

Data Set
& Live Data
" Sample Data

On the start-style main menu, you can select the Live Data radio button to work
with live data or select the Sample Data radio button to work with sample data.
You can also press F5 to toggle between sample and live data.

Change Company Field

I H Builders Supply j

On the start-style or graphical main menu, select the company to change to from
the list box.
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OSAS Text Functions

Like the text menu, OSAS text function screens can be used on all operating
systems. On Windows workstations, text function screens can also be used with
graphical menus (or vice versa—the text menu can be used with graphical
function screens).

Function screens provide you an interface to the data in your data files, allowing
you to view, update, and change information as needed. Function screens also
allow you to print reports or perform tasks on your data, such as calculations,
purges, or the resetting of accumulated totals.

&, DSAS TODD P[]

Settings Edit  Print  Help

MINMNEAPOLIS WARE

100.0

You can move around the screen in these ways:
e Pressthe down arrow or Enter to move from field to field.

e Select the appropriate command on the command bar.
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OSAS Text Functions Introduction

e Use commands to accessinformation screens or to toggle commands on and

off. See “Commands and Flags’ on page 1-28 for more information.

e |f ascreen contains more than one section, press PgDn when prompted to
move to the next section.

« If amenu appears prompting you for the kind of information to enter or
maintain (such as on Transaction or File Maintenance screens), select the
appropriate option and press Enter.

*  PressF7 to exit the screen and return to the main menu.

Text Function Screen Elements

1-28

Command Line

The command line appears at the bottom of the screen and gives you access to
commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices. Press the highlighted
key to use a command.

Enter = edit, Append, View, Workstation ID, Header

The commands that are available depend upon the function you are using.
Consult the user’s manual for the appropriate application for information on
commands in the command line.

Commands and Flags

Like the text menu, text function screens also contain several commands that
allow you to perform tasks related to the function you are using. Some of these
commands are not available for every function; when acommand is available, a
flag appears at the bottom of the screen.
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To access a command, press the corresponding key. If you're working with a
keyboard that lacks function keys (labeled with an F followed by a number) or if
you’'re working with an emulator in UNIX (which can cause function keys to
become unavailable), press the appropriate alternate key combination to access
the command.

Command Alternate

Key Key Description

Enter Moves the cursor to the next field and accepts the
data entered or access aline for editing.

Esc Opens awindow listing available commands for
the screen.

Ins Toggles between insert and overwrite modes for
entry. When the Ins flag appears, the characters
you enter push other charactersin the field to the
right. If thereis no Ins flag, the characters you
enter overwrite other charactersin the field.

PgUp Moves back to the first field on the screen (or the
first field after the key field) without erasing any
entries.

PgDn Approves the data on the screen, updates the data
file accordingly, and proceeds to the next field or
section.

Tab Moves the cursor to the next block or field that
reguires an entry.

Up/Down Moves the cursor up or down through the fields.

arrow

F1 (Help) Esc+H Opens the help description for the current field.
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Command
Key

F2 (Inquiry)

F3 (Delete)

F4 (Others)

F5
(Abandon)

F6 (Maint)

F7 (Exit)

F8 (Print
Screen)

F9 (Undo
Typing)

F10 (Delete)

Shift+F2
(Info Menu)

Alternate
Key

Esc+W

Esc+D

Esc+O

Esc+X

Esc+F

Esc+M

Esc+L

Esc+U

Ctrl+Z

Esc+l

Description

Opens the Inquiry screen for the current field.
This command is available for afield when the
Inquiry flag appears at the bottom of the screen.
See “Inquiry Commands’ on page 1-44 for more
information.

Deletes the current record or line item (when
alowed).

Opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-22 for more
information on the commands available.

Abandon processing or clear al fields.

Opens the appropriate File Maintenance function
where you can view or update master file
information. This command is available when the
Maint flag appears at the bottom of the screen.

Exits from the function.

Allows you to output the current screento a
printer, to a print preview window, or to afile.

Clears the contents of the current field.

Deletes information to the end of theline.

Opens an information menu for the function when
the Info flag appears at the bottom of the screen.
The commands that are available depend on the
applications you have installed. See “Information
Menu” on page 1-37 for more information.
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Command
Key

Shift+F3

Shift+F4
(Part #
L ookup)

Shift+F5
(Item Detall
L ookup)

Shift+F6
(Lot
L ookup)

Shift+F7
(Serid

Number
L ookup)

Shift+F8

(Item Descr.

L ookup)

ODBC Kit User’s Manual

Alternate
Key

Esc+B

Esc+C

Esc+G

Esc+K

Esc+N

Esc+Q

Description

Uses the item alias lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-46 for more information.

In Sales Order, pressing this key combination
allowsyou to enter purchase requisitionsfrom the
Ordered, Units, Shipped, and Backordered
fields.

In salestax fields, pressing this key combination
allows you to view sales tax breakdowns.

Uses the customer/vendor part number ookup
when the IN Search flag appears for an Item ID
field. See “Inventory Lookup” on page 1-46 for
more information.

Uses the item detail lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-46 for more information.

Uses the lot lookup when the IN Search flag
appearsfor an Item ID field. See“Inventory
Lookup” on page 1-46 for more information.

Uses the serial number lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-46 for more
information.

Uses the item description lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-46 for more
information.
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Command Alternate

Key

Ctrl+F
(Quick
Entry)

Ctrl+G
(Bell)

Ctrl+O
(Online
Hints)

Ctrl+V
(Verify)

Messages

Key

Description

Toggles quick entry on and off. If thisoptionis
off, the cursor stops at every field possible. If you
want to skip the fields that are not required (thus
speeding data entry), turn this option on. Quick
entry is on when the Quick flag appears at the
bottom of the screen.

Toggles the bell on or off. If the bell ison, it
sounds at an error or when you must verify a
command.

Toggles function key display on and off. If this
option is on, the available function keys appear at
the bottom of the screen to remind you of their
use.

Toggles verification on and off. If verification is
turned on, you must press a key twice to verify
that you want to perform an operation.
Verification is on when the Verify flag appears at
the bottom of the screen.

M essages appear at the bottom of the screen when a command is unavailable or
when OSASS needs information to continue.

(— Verification

Press «<Pgln> to proceed

1-32
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On Windows workstations, you can choose to use the graphical mode for
function screens. These screens contain all the functionality of text screens
presented in a graphical mode similar to other Windows software programs.

4, Tax Locations

Commands Edit Modes Other Scroll Commands Help

=10l

EXSIET -1

06| #bandan |

Tax Location rANMPLS 2] MName |Mirneapalis, MN Sales Tax
Tar Level [Z TaxID 23-BTE1E2T34
Authoriby [r Tawor:  Freght? [ Mise? T
Tax Liability Acct 202800 g Tax Refundable Acct 202800 g
Clazz  Description Sales Tax Purch Tax Tax Callected Tax Paid
5 0,500 g
m Resale Sales 0.000 0.000 0o 0o ﬂ
0z Exempt Sales 0.000 0.000 an an ﬂ
03 Ind#4gr Prod. 0.000 0.000 il il
04 Interstate Comm 0.000 0.000 0o 0o
05 Mator Vehicles 0.000 0.000 0o 0o
08 Food Products 0.000 0.000 il il
07 Clathing 0.000 0.000 0o 0o ﬂ
08 Gasoline 0.000 0.000 0o 0o g
03 Services 0.000 0.000 il il g
Tatal .00 .00
Calculated .00 .00
Over/Shart .00 00
| Enter = edit Tax anI First Last Hext I Prev | Wiew | Header I Goto Class I |

|Compary H [08/23/2002 | Teminal TOOD [OVR

You can move around the screen in these ways:

* Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to linein scrolling regions.

« If ascreen appears prompting for the kind of information to enter or
maintain (such as on File Maintenance or Transactions screens), select the

appropriate option and click OK to continue.

* PressPgDn if prompted to move to the next section.

« Click Header when it appearsto return to the screen’s header section.

*  PressF7 to exit the screen and return to the main menu.
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Like the main menu, graphical function screens also contain pull-down menus
and toolbars. These menus and toolbars are described bel ow.

Function Pull-Down Menus

Commands Menu

Commands Edit  Modes Other  Information  Help

Inquiry <F2z
Maintenance <F6x>

Proceed <PgDn:=
Start Ower  <Pglp>
Field Up <Upxz

Field Down  <Down

Abandon <FS=
Delete <F3=
Jump <Ckrl-1=

Exi 7>
Command
Inquiry
Maintenance
Proceed/OK

Start Over

Field Up
Field Down

Abandon

Delete

R

Description

Listsvalid entries for the current field.
Opens the appropriate File Maintenance function.
Proceeds to the next screen or saves your entries.

Moves back to the first field on the screen or to the
first field after the key field without erasing any entries
or changes.

Moves the cursor to the previous field.
Moves the cursor to the next field.

Clears data from all fields and moves the cursor to the
first field on the screen.

Deletes information on the screen. Since this
command deleted an entire record, use it with caution.
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Command

Jump

Exit

Edit Menu

Description

Moves the cursor to the next block of data on the
screen or to the next field that requires an entry.

Exits from a screen or a window without saving data.

Commands | Edit Modes Other Information  Help

.}@ 1 Copy  <Shft-F9=
Paste «Shft-F10=
Undo Ctrl+Z

Command

Copy

Paste

Undo

Modes Menu

7@

Description

Copies the contents of the current field.

Pastes the value you copied from a previous field into
the current field.

Restores the contents of the current field from before
you made changesto it.

Select the options you want to use.

Commands Edit | Modes Other  Information  Help

3B W = | B v Verify Exit

v Bell
Quick,

v ‘erify PgDown

Command

Verify Exit
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Description

When verification is on, you must press akey twiceto
verify that you want to exit or abandon functions.
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Command

Bell

Quick

Verify PgDown

Commands Edit Modes | Other Help

RXE BB

Calculator

Execute an Operating System Command
Call 3 PROJS Program

Product Suggestions

Application Options Inquiry

Global Inguiry

izeneral Information Inguiry
Support Information

User Comments

EIS Dashboard Display
EIS Dashboard History

Paop Up Calendar

Invenkory Price Calculator

Description

When the bell isturned on, it sounds at an error or
when you must verify a command.

When this option is off, the cursor stops at every field

possible. To make the cursor skip the fields that do not
reguire an entry in certain application functions, select

the option.

If verification isturned on, you must press PgDn twice
to proceed to the next screen or to save your entries.

Other Commands Menu

See “Other Commands Menu” on page 1-22 for information on this menu's

commands.

Help Menu

Commands Edit Modes Other Information | Help

RXiz e @a?e

Abouk 0545
Command Help

Command

About OSAS

Command Help

Help <Fl=
Online Doc <Shft-F1 =

Description

Opens the About OSAS dialog box.
Opensthe OSAS Key Help screen.
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Command Description

Help Lists information about the field on which you are
working.

Online Doc Launches your .PDF file viewer and opens the

documentation for the appropriate OSAS application.

Information Menu

Commands Edit Modes Other Scroll Commands | Information  Help
| = | E Wendor Information
2XE|B2E AR 78
- Wendaor Comments
Wendor Documents
Itern Infarmation

Itern Documents

The Information menu appears on some function screensin certain applications.
The functions on the menu are determined by the applicationsinstalled.

The Information menu also gives you access to documents attached to customer,
vendor, employee, invoice, or other records. When the Information menu
appears, select the appropriate Documents command to open the Documents
screen where you can view document information or open attached documents.
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Scroll Commands Men

u

Commands  Edit  Modes Other | Scroll Commands  Information  Help

i % P ‘ & | BE First Line <Home>

Previous Page <Pglp> |———
Previous Line  <Up:

Next Ling <Dawn
Mext Page <PgDn
Last Line <End>
Insert <Ins=
Delete <F3x

Jurnp

=Tak=

The Scroll Commands menu appears only on screens with scroll regions.

Command
First Line
Previous Page
Previous Line
Next Line
Next Page
Last Line

Insert

Delete

Jump

1-38

Description

Moves the cursor to the first data entry field.
Displays the previous page.

Moves the cursor up to the previousline.
Moves the cursor down to the following line.
Displaysthe following page.

Moves the cursor to the last data entry field.

Inserts characters between pre-existing entriesin a
field.

Deletes the sel ected characters.

Moves the cursor to the next section of the screen in
some functions.
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Inventory Lookups Menu

Commands Edt Modes Other | Inventory Lockups Information Help

Rz e @E

Alias Lookup <Shift-F3=
Custamer/Vendor Lookup  <Shift-F4=
Detail Lackup <Shift-F5=
Lok Lookup <Shift-F&:=
Serial Lookup <5hift-F7 >
Description Loakup <5Shift-Fg=

If you use the Inventory application and the cursor isin an Item ID field, you can
use any of the Inventory Lookups commands to search for information about
items and select an item for entry in thefield you arein.

Command

Alias Lookup

Customer/Vendor
Lookup

Detail Lookup

Lot Lookup

Serial Lookup

Description Lookup

ODBC Kit User’s Manual

Description

Searches for items with a specified aias listed as an
alternate item. When you enter the alias, you can use
the* and ? wildcard charactersto restrict or widen the
search.

Searches for an item based on customer ID or vendor
ID. When you enter the customer or vendor ID, you
can use the * and ? wildcard charactersto restrict or
widen the search.

Searches for detailed information about an item. You
can enter search information in any of the fields that
appear using any of the following wildcard characters
to restrict or widen the search: * ? < > =,

Searches for an item based on lot number. When you
enter thelot number, you can use the * and ? wildcard
charactersto restrict or widen the search.

Searches for an item based on serial number. When
you enter the serial number, you can use the * and ?
wildcard characters to restrict or widen the search.

Searches for an item based on item description. When
you enter the description, you can use the * and ?
wildcard characters to restrict or widen the search.
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Function Screen Toolbar

il

RR B8 7

Like the main menu’stoolbar, the toolbar |ocated near the top of function screens
gives you quick access to frequently-used commands. Click the appropriate
button to access a command.

Button

2

X

© = B B B & W

Result

Opens the appropriate File Maintenance function to update
information about the field you are in.

Deletes the information on the screen. Since this command
can delete an entire record, use it with caution.

Moves the cursor back to the first field on the screen or to the
first field after the key field without erasing any entries or
changes.

Copies the contents of the current field.

Pastes the contents you copied from a previousfield into the
current field.

Opens the OSASS cal cul ator screen.

Opens the pop-up calendar. Use the calendar to add and
review reminders for any date.

Displaysinformation about the field you arein.

Opens your .PDF file viewer so that you can view the online
documentation.
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Right-Click Menu

Online Documentation
Proceed

Start Over

Field Up

Field Do

Abandon

Delete

Jump
Exxit

The right-click menu gives you quick access to commonly used commands such
as those used to access help, move around the function screen, work with
information on EIS dashboards, and so on. The commands that are available on
the right-click menu depend on the function and the field you are currently using.

Function Field Inquiry

[ [a]

When the Inquiry button appears next to afield on afunction screen, you can
either click the 3] button or press the F2 (Inquiry) key to open the inquiry screen
and search for information.

Verification Buttons

Ok | Abandon |

When you’ ve completed data entry on a function screen, you can either click OK
or press PgDn to proceed to the next screen or to save your entries. Click
Abandon or press F5 to abandon entries.
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Menu and Function Commands

OSAS lets you navigate around the main menu and function screensin a variety
of ways. This section describes the commands that are available when you access
a specific command. For example, accessing the Help command makes the
Maintenance and Exit commands available while you are in that function. This
section also describes how to navigate within scroll regions and fields while you
work with OSAS functions.

Help Commands

When you use the Help (F1) command, you can use these commands.

Key Operation

F3 (Delete) Deletes the help screen content. To recover a deleted
screen, copy the xxHELP file from the distribution
mediato the

/PROGxx subdirectory (xx isthe application ID). The
copying process overwrites changes you made to
other help screens.

In graphical mode, you must first press F6 to enter the
edit screen for the help content before you can press

F3.
F6 (Maintenance) Edits a help screen.
F7 (Exit) Exits the help screen and closes the window.
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Inquiry Commands

When the Inquiry button |3 appears next to afield or the Inquiry flag appearsin

the lower-right corner of the screen, the Inquiry command is available. Click the
button or press F2 to open the Inquiry screen to look up and select an appropriate
entry.

The Inquiry screen operatesin two modes. Search and Sort. You can toggle
between these modes within an Inquiry window by pressing the Ins (Insert) key.
You can also choose the default mode for Inquiry windows by using the Defaults
function on the Workstation Configuration menu within Resource Manager.

In Search mode, you can move through the keys listed by typing
progressively larger portions of the key you want to find. For example, when
you press C, the window displays keys beginning with the letter C. When
you next press A, the window displays keys beginning with CA, and so on.

In Sort mode, you can change the order of certain Inquiry windows by
pressing the letter key associated with the window sort. You can see the
available sortsin any Inquiry window by pressing Esc (Command Help).

Note I

To shorten your data search, use a partial-key inquiry to cut down the size of
theinquiry list. For example, if you know that the ID starts with JAR, enter
JAR intheID field before you use the Inquiry command. The Inquiry list
starts with JAR and runs through the end of the list.

1-44
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The following commands are available inside Inquiry windows. The scroll
buttons are available in graphical mode only.

Key
Home
PgUp
Up
Down
PgDn
End

Ins
(Look Up)

F7 (Exit)

Enter

Esc

(View
Commands)

ODBC Kit User’s Manual

Button

ICI I I 2 I 17

Description

Moves directly to the first item on file.
Displays the previous page of the window.
Moves up oneitem.

Moves down one item.

Displays the next page of the window.
Moves directly to the last item on file.

Toggles between Search mode and Sort mode.

Leavesthe Inquiry window without selecting
anything.

Selects the item to which the cursor is pointing.

Opens awindow that shows Inquiry window
commands and the Window ID. The Esc key is
available in text mode only.

In graphical mode, select Command Help from the
Help menu to view alist of commands available.
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Inventory Lookup

If you use the Inventory application and the cursor isin an ltem ID field on a
function screen, you can use any of the Inventory Lookup commands to search
for information about items and select an item for entry in the field. In graphical
mode, these commands are available on the Inquiry Lookup menu. In text mode,
the IN Search flag appears at the bottom of the screen to alert you that these
commands are available.

Command HotKey Operation

Alias Shift+F3  Searches for items with a specified alias listed as

Lookup an alternate item. When you enter the alias, you
can use the * and ? wildcard characters to restrict
or widen the search.

Customer/  Shift+F4  Searchesfor an item based on customer or vendor

Vendor ID. When you enter the ID, you can usethe * and ?

Lookup wildcard characters to restrict or widen the search.

Detail Shift+F5  Searches for detailed information about an item.

Lookup Enter information in any of the fields that appear,
using these wildcards to restrict or widen the
search: * 2 <> =,

Lot Lookup Shift+F6  Searchesfor an item based on lot number. When
you enter the lot number, you can use the * and ?
wildcard characters to restrict or widen the search.

Serial Shift+F7  Searches for anitem based on seria number.

Lookup When you enter the serial number, you can use the
*and ? wildcard charactersto restrict or widen the
search.

Description  Shift+F8  Searchesfor an item based on item description.

Lookup When you enter the description, you can use the *

and ? wildcard characters to restrict or widen the
search.
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Scroll Region Commands

When the prompt (>) isin aline-item scroll region, you can use the following
commands. The buttons are available only in graphical mode.

Hot Key Button  Operation

Home g Movesto thefirst lineitem in the entire list.

Page Up ﬁ Moves to the previous screen or to thefirst lineif
you are on the first screen.

Up al Moves up one line item.

Down ﬂ Moves down one line item.

Page E Moves to the next screen or to the last line if you

Down are on the last screen.

End g Movesto thelast lineitem in the entire list.

F3 Deletes the line item in the selected line.

Insert Inserts aline item at the selected line.

Enter Edits or views the line item in the selected line.

In-Field Editing Commands

When the cursor isin afield that contains information, you can use the following

commands:

Hot Key Description

Right Moves the cursor to the right.

Left Moves the cursor to the left.

Delete Deletes the character the cursor is on.
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Hot Key

Insert

Home
End

F9 (Undo)

F10
(Delete to End of
Line)

Shift+F9
(Copy Field Contents)

Shift+F10
(Paste Field Contents)

1-48

Description

Switchesinsert mode on and off. When the Insert
flag appears at the bottom of the screen, characters
you enter push characters after the cursor over. When
insert mode is turned off, characters you enter write
over existing ones.

Moves the cursor to the beginning of the field.
Moves the cursor to the end of the field.

Restores afield to the way it was before you changed
it. You can use this command only while you are in
the field; once you move past it, you must use the
Abandon (F5) command.

Deletes the charactersin the field to the right of the
cursor. If insert mode is turned off and you enter a
character in thefield'sfirst position, everything in the
field is deleted.

Copies the contents of the current field.

Pastes the value you copied from a previousfield into
the current field.
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Favorites Menu

The Favorites menu operates in any of the menu formats and gives you quick
and easy access to the OSAS functions you use most, allowing you to add
selections for entire menus or particular functions. After you' ve set up the menu,
you can access the functions either by pressing F2 or by selecting Change to
Favorites from the graphical Favorites pull-down menu.

With the Favorites menu, you save time by eliminating the need to switch
between applications. For example, if you perform tasks in several applications,
such as using the Transactions and Cash Receipts function in Accounts
Receivable, GL Account function in General Ledger, and Price and Availability
and Item Inquiry functionsin Inventory, you can set up a Favorites menu rather

than moving between each application. The Favorites menu for the graphical
main menu isillustrated below.

Favorites Menu - TODO

AR Edit Cash Receipts
GL Accounts

IM Price and Availability
IM Itern Locations

To set up the Favorites menu, do the following:

1. Select the function you want to add to the menu and press F10 (or use the
right-click menu in graphical mode).

2. PressF2 to confirm that your selection was added.
To remove afunction from the menu, follow these steps:
1. Select the function on the Favorites menu that you want to remove.

2. PressF10 (or use the right-click menu in graphical mode).
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The Information menu appears on some function screensin certain applications
and gives you access to additional information about a customer, vendor, item,
jab, bill of material, or employee.

The commands available on the Information menu are determined by the
applications you have installed, and can include:

¢ Genera Information
¢ Comments

e History

¢ Documents

Not all of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Information

The Information command gives you general information about the subject. For
customers, the Information command lists sale amounts and important dates,
while for inventory items, the same command lists quantities, types, and base
prices.

When the Information screen appears, enter the 1D for which you want to view
information. Use the commands available at the bottom of the screen to scroll
between or select anew 1D, then use the Exit (F7) command to return to the
function screen from which you accessed the Information command.
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Comments

Use the Comments command when it appears to view comments added through
File Maintenance functions or to add comments about a customer, item, vendor,
employee, or job.

The Comments screen appears after you access the Comments command. The
Customer Comments screen is shown below as an example.

_-3_ Customer Comments = |EI|1|
Commands  Edit  Modes Other Scroll Commands  Help
%XE§| |ﬂ@ ?@ 0] IAbandonI
Customer D ACEOD 2] ACE BUILDERS
Ref 1D I End Date I A
Date Ref Comment
2
01/20/2002 |2 TRACER PUT OM LAST SHIPMENT. ﬂ
0142000 |3 ACE AGREED TO Pay $3000 ON 2-1.
06/04/2000 1 PLEASE WOTIFY JAME AT ACE WHEN ITEM 15 MAILED.
01/0441933 1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
[
3
E
| BeflD | endDate| new|D Append | Enter = edit First | Mext | Frew | Last | Goto ||

[ |Company H [10/08/2002 | Terminal TOOD [OVR

1. Enter theID for which you want to view or enter commentsinthe ID field at
the top of the screen. The Inquiry (F2) command is available.

2. ThelD of the terminal you are working at appearsin the Ref ID field. To
work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear thisfield and press Enter.

3. Enter the date of the most recent comment you want to work with in the End
Date field, or press Enter to work with all comments.
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The date, reference, and text that appear for each comment depend on the
reference ID and end date you enter. The comments are arranged by date—
the most recent date first—then by reference ID.

4. Use these commands to work with the comments on the screen:

* PressR toreturn to the Ref ID field to enter anew reference ID.

e PressD toreturn to the End Date field and enter a new end date by
which to sort comments.

* Pressitoreturnto the ID field and enter anew ID for which to view or
enter comments.

e Press A to add anew comment. The Append Comment screen appears.
* PressE to edit aselected comment. The Edit Comment screen appears.
e PressF to view comments for the first ID on record.

e PressN to view comments for the next ID on record.

e PressP toview or edit comments for the previous ID on record.

e PressL toview or edit comments for the last ID on record.

*  Press G to goto aspecific comment. This command is available only
when there is more than one screen of comments.
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History
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Adding or Editing Comments

The Append Comment screen appears when you add a new comment. The Edit
Comments screen appears when you edit an existing comment. Other than the
title, these screens areidentical.

&, Edit Comment i ] 5
Commands Edit Modes Other Help
2¥iE 2R @A 7@ OK__|_Abandan |

Date 0E/15/2002
Reference 003
Comment SPOKE wITH JON RE: EMaIL CONF. AND ORDER TRACKING

1. If you are working with anew comment, the system date appears;, otherwise,
the date entered for the comment you are editing appears. Accept this date,
or enter adifferent date.

2. Thecurrent terminal 1D appears in the Reference field. Edit this reference,
if necessary.

3. Enter or edit the comment, then press Enter to save the comment record.

When available, the History command gives you access to customer history in a
manner similar to OSAS Inquiry functions. Select the customer for which you
want to view detail information, enter a date from which to view information (if
desired), then press Enter to view invoice or payment information.

Use the commands at the bottom of the screen to switch between or change
customers, view totals, or select the line item to view. Use the Exit (F7)
command to return to the function screen from which you accessed the History
command.
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Documents

The Documents command lets you view or open documents attached to certain
master file records. You cannot use this command to attach a document to a
record; instead, use the appropriate File Maintenance function to attach
documents.

Note I

Before you can open documents, you need to have the appropriate file
associations set up in the File Types function on the Resource Manager
Workstation Configuration menu. The entries you make in this function
help OSAS identify which software applications to use to open attached
documents. See the Resource Manager User’s Manual for more information.

The Documents screen appears after you access the Documents command. The
Employee Documents screen is shown below as an example.

&, Employee Documents ] 5
Commands  Edit  Modes Other Scroll Commands  Help
PN r=| B BE| & 0f | Abandan |
Employee D BOUOO E Bourne, Linda C |

Document Mame

mpdce.doc
meding.doc

T

| |44 4

Line Mo [ 001 of 003 )

| Header First Last | Mext | Frew | Wiew IgpenDocumentI Goto | |

[ |Company H [10/08/2002 | Terminal TOOD [OVR
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Enter the ID for which you want to view attached documents. The Inquiry (F2)
command is available.

Use these commands to view document information, open an attached document,
or switch between or select anew ID:

*  PressH toreturn to the header section to select anew ID.

e  PressF to view documents attached to the first ID on record.

e PressL to view documents attached to the last ID on record.

e PressN to view documents attached to the next ID on record.

e PressP to view documents attached to the previous ID on record.

e  PressV to view document information. The View Documents screen appears
and lists the file name, directory path, and description of the attached
document. Press any key to return to the Documents screen.

e Press O to open the attached document in the appropriate software

application. You may need to edit the Resource Manager File Types function
in order to associate files with your preferred applications.

Note I

If you have problems opening a document, return to the function in which
the document was attached and edit the attachment to change the direction of
the slashes used in the directory path. If the directory path contains backward
dashes (\), change them to forward slashes (/) and vice versa.

*  Press G to goto aspecific document line. This command is available only
when there is more than one screen of line items.

Use the Exit (F7) command to return to the function screen from which you
accessed the Documents command when you finished viewing documents.
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Selecting a Range of Information

To produce areport, you must specify the amount of information you want in the
report.

e Toproduce areport that includes all the available information, leave the
From-Thru fields on the report screen blank. For example, if you want
information about all the vendorsto bein areport, leavethe Vendor ID From
and Thru fields blank.

e Tolimit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want areport to
include information only about vendor ACEQQL, enter ACEQOL at both
From and Thru. If you want the report to include information only about
vendorsthat start with CO, enter CO at From and COZzZZ at Thru.

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQO1, the report includes information only
about vendor ACEQOL.

Sorting

Information for reportsis sorted first by a space (), then by special characters,
then by digits, then by uppercase letters, and finally by lowercase letters. No
matter what you enter in the From and Thru fields, however, your entries are
sorted in aphabetical order (unless the function provides an option to sort the
information differently).

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.
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Use caution when you enter codes or | Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sorts in aphabetical order, the numbers are listed in this order: 1, 10-19,
2, 20. In this example, numbers 3 - 9 are not included in the sort since they fall
after 20 in an alphabetical sort. To prevent this situation, pad extra spacesin
codes and 1Ds with zeros so that numbersin alphabetical order are also in
numerical order. In the example above, the items would be labeled 000001
through 000020.

Output the Report

1-58

The type of menus you use controlswhich options are avail able to output reports.
If you are using graphical function screens, you have the following output
options: Printer, Print Preview, File, or E-mail (for selected reports). If you are
using text function screens, you have these options: Printer, Preview, File,
Screen, or E-mail (for selected reports). See the following instructions for
details.

If you are using graphical screens, the Output Information dialog box appears
after you select the range of information to print in the report.

& Output Information 3 x|

“indouss Default Printer Laser
PDL  Print Dialog Laser
' Printer PSL  Piint Setup Laser
LPD ‘windowes Diefault Printer Dot M atrix
i 2 POD  Prirt Dialog Dot Matrix fal
" Piint Freview PSD  Print Setup Dot Matrix Standard
~ LPw  windows Default Printer ‘Wide Carriage &
File FDW  Pint Dialog Wide Carriage Dot Maliix Loanprezzed
PSw  Print Setup Wide Cariage Dot Matrix
H

File: Mame IE:HUSASESHdataﬁ Browse,
Ok I Cancel

If you are using text screens, these options appear at the bottom of the screen
after you select what to print in the report and how it is organized.

Cutput device - [(Pirinter pi(R)ewview (F)ile (3)creen (E] nd
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Print the Report

1

2.

5.

6.

Select Printer (in graphical screens) or enter P (in text screens).

If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Workstation
Configuration menu to add printersto the terminal.

When available, either select Standard or enter S if you want to print the
report in standard width or select Compressed or enter C if you want to
print it in compressed width.

Click OK or press Enter to begin printing the report.

If you want to stop printing after it has begun, press Ctrl+Break.

Click OK or press Enter to continue.

View the Report using Print Preview (Windows Workstations Only)

The Print Preview option is only available for workstations running Windows.
However, before Print Preview will work, you must add asysprint devicelinein
the config.bbx file for that printer. Use the Devices function on the Resource
Manager Workstation Configuration menu to add thisline.

Follow these steps to view areport using Print Preview:

1

2.

Select Print Preview (in graphical screens) or enter R (in text screens).

If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Workstation
Configuration menu to add printersto the terminal.

Click OK or press Enter to continue.
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4. When available, either select Standard or enter S if you want to view the
report in standard width or select Compressed or enter C if you want to
view it in compressed width.

5. PressEnter. The Print Preview screen displays the report as it will look
when printed out in hard copy.

6. To print from this screen, select Print from the File menu. To exit from this
screen, select Exit from the File menu.

Save the Report as a File

To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Defaults function on the Resource Manager Workstation
Configuration menu appears. If necessary, enter a new data path or click the
Browse button to navigate to the correct directory, then enter the file name
followed by the .txt extension. The file name plus extension that you enter must
be less than 35 characters. Press Enter to save the report in that directory.

View the Report on Screen (Text Screens Only)

If you are using text screens, you can view selected reports directly in the OSAS
screen. Keep in mind that this option displays the report one page at atime,
storing previously viewed pages in the workstation’s memory. Use the Defaults
function on the Resource Manager Workstation Configuration menu to limit the
number of screen pages you can view to conserve memory resources.

Follow these steps to view the report on screen:
1. Enter Sto select (S)creen.

2. When available, enter S if you want to view the report in standard width or C
if you want to view it in compressed width.

3. When the report appears, press Enter to view the next page or Page Up to
view previous pages.
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E-mail the Report

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager System File
Maintenance menu.

You can e-mail only selected reports. In general, any report or form that makes
up part of your audit trail cannot be e-mailed.

Follow these steps to e-mail areport:

1

2.

Select E-mail or enter M.

When available, select Standard or enter S if you want to e-mail a standard
width report or select Compressed or enter C if you want to e-mail itin
compressed width. The E-Mail Information screen appears.

_.i_ E-Mail Information o =] |
Commands Edit Modes ©Other Help
2HiE @ @A 2@ Ok || Abandan |
E-Mail Ta amyd(Eosas.com
CC
Subject Tax Groups List
Attachment v

If you e-mailed this report previously, the last e-mail address to which you
sent the report appears. Press Enter to use this address, change it if
necessary, or enter a new e-mail address.

Enter another address to send the e-mail to as a carbon copy, if necessary.

OSAS automatically enters the name of the report in the Subject field.
Change this subject line, if necessary.

Select the Attachment check box (or enter Y in text mode) to send the report
as atext file attachment to the e-mail message. If you clear this box (or enter
N in text mode), the report is sent in the body of the e-mail.

Click OK or press Enter to e-mail the report.
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Report Commands

Use the following commands when a report appears on the screen:

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of a group of pages.

End Moves directly to the bottom of a group of pages.

F7 (Exit) Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab (Toggle) Toggles between the left and right halves of areport.

Up/Down Moves aline up and down the screen to line up
information when you toggle between halves of a
report.
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Installing BASIS™ ODBC Drivers

Follow these steps to install and set up the ODBC Kit on your computer:

1. Use Resource Manager to install the OSAS ODBC Kit on your computer.
See the Resource Manager Installation Manual for installation instructions.

2. Usethe Edit CONFIG.TPM function (page 3-3) to set up a configuration file
pointing to a company.

3. Install theBASISODBC drivers. The BASIS ODBC driver isa32-bit driver
for Windows 95/98, Windows NT, and Windows 2000. Installing the drivers
isatwo-step process: you must first install the drivers on the computer, then
run a separate installation program to install the driversinto the operating
system.

Note I

If you have not installed the Windows ODBC Administrator, you may need
the Windows installation disks or CDROM. Windows prompts you for the
required mediaif it is necessary.

Note I

If you have single-user ODBC serial and authorization numbers, use the
instructions below to install and register the ODBC drivers.

If you have a multiuser key, you must use the BASIS License Manager, and
you need to register and install the license through the License Manager.
Follow the instructionsin the Reregistering/Reinstalling aBASIS License
section in chapter 2 of the Resource Manager Installation Manual to install
the License. Then continue with the instructions bel ow.
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Installation For Windows 95/98/NT/2000

1. Start Microsoft Windows.

2. Insert the OSAS CD into your CD-ROM drive. The installation screen
(shown below) should appear automatically. If it does, continue with step 6
toinstall ODBC. If the installation screen does not appear, continue to step
3.

3. Click Start and select Run.

4. Typethe letter of the CD-ROM drive, a colon, and a backslash. Then type
autorun to start the setup program. For example,

d:\autorun

5. Click OK. The Main Installation screen appears:

&, OSAS v6.5 CD-ROM ]

Install OSAS Resource Manager
Install OSAS Client Server
Install License Manager
Online Documentation
Browse This CD

Version 6.5
Copyright © 1982-2002

This program is protected by U.S. and
International copyright laws,
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6. Click theInstall Basis Products button. The Install Basis Products dialog
box appears.

7. Click BASIS ODBC Driver.

8. The Choose Setup Language box appears. Select the language and click OK.

Choose Setup Language ﬂ

Select the language for this installation from
the choices below.

()3 I Cancel |

9. The BASIS Welcome screen appears next. Read the text carefully and click
Next to continue.

‘welcome to the BASIS ODBC Driver Setup program.
Thiz program will install BASIS ODBLC Driver on your
computer,

It iz strongly recommended that pou exit all \Windows programs
befare running this Setup program.

2
P

-
L
=z
o
-
£y
=z
o
w
-
=z

Click Cancel to quit Setup and then close any programs pou
have running.  Click Mext to continue with the Setup program.

WARMIMG: This program iz protected by coppright law and
international treaties.

Unautharized reproduction or distribution of thiz program, or any
portion of it, may result in severe civil and criminal penalties, and
will be progecuted ta the maximum extent possible under law.

oIt

Cancel
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10. The Software License Agreement screen appears. After you read the
Software License Agreement screen text, click Yes to accept the agreement.

Software License Agreement ﬂ

Fleaze read the following License Agreement. Press the PAGE DOWH key to see
the rest of the agreement.

IPLEASE READ THIS LICENSE CAREFULLY BEFORE IMSTALLING THE SOFTWARE. &
BY INSTALLING THE SOFTWARE, vOU ARE AGREEING TO BE BOUMND BY THE
TERMS OF THIS LICENSE. IF 00U DO NOT AGREE TO THE TERMS OF THIS
LICENSE. ¥OU ARE NOT AUTHORIZED TO INSTALL THE SOFTWARE.
SOFTWARE LICENSE AGREEMENT
BASIS INTERMATIOMAL LTD.
REDISTRIBUTION NOT PERMITTED

BASIS INTERMATIOMAL LTD. ["LICENSOR") 1S WILLING TO LICENSE THE
SOFTWARE TO YOU ["LICENSEE") OWLY IF ¥OU ACCEPT ALL TERMS N THIS
LICENSE AGREEMENT.

Thiz iz a limited use software license agreement [“Agreement'’] from BASIS International LI

Do you accept all the terms of the preceding License Agreement? If you choose Mo, Setup
will cloze. Toinstall BASIS ODBC Driver, vou must accept this agreement.

< Back Yes Mo |

11. The Setup Type screen gives you three choices as to how to install your
ODBC software. For new installations, Typical is recommended.

Click the type of Setup you prefer, then click Mext.

& Typical Program will be installed with the most commaon
options. Recommended for most uzers.

LS

I NWTERMNMATI|IONAL

(" Compact  Program will be installed with minirmum required
options.

= Custam *r'ou may choose the options you want to install
Recommended for advanced users.

c:\Program FileshB asiz

" Destination Folder

< Back Mest » Cancel
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The destination folder automatically defaultsto your C: drive. If you want to
install ODBC on another local drive, click Browse and navigate to the folder

you want to use.

Typical Setup

12. The Select Program Folder screen adds afolder on the drive you selected
and adds a shortcut for your ODBC driver. Click Next.

Select Program Folder |

Setup will add program icons ta the Program Folder listed below.
“Y'ou may type a new folder name, or select one from the existing
Folders list. Click Mest to continue.

LS

I NWTERMNMATI|IONAL

PFrogram Folders:

Existing Folders:

Administrative Tools

Adobe

Adobe Acrobat 4.0

Jazc Software

Macromedia Dreamweaver UlraDey 4

Macromedia E stension Manager

Microsoft Office Tools

Microzoft Press LI

oIt

< Back I Mest » I Cancel |

The BASIS ODBC Driver 3.01 folder is created and the file copy begins.

& BASIS ODBC Driver 3.01 [_ (O] =]
J File Edit “iew Go Favorites Help |
« | e
Biach Forward Up Cut Copy Paste

| Address |5 CWINDOWS Start Menut\Programs'BASIS DDBC Diiver 3.07 |

BASIS ODBC Driver 3 01

e 9 | a8 B~

BASIS ODBLC Install a BASIS Register for a Vlew the Vlew the
Criver Manual License  BASIS License Product Rel..  readme.tst file
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13. You must now register for aBASISlicense. If you have not installed a
license, click Next and proceed to step 14. If you have already received your
licensefile, or if you are using the BASIS License Manager, check the box,
click Next, and continue to step 18 on on page 2-13.

Register For & BASIS License N x|

‘Welcome to the BASIS License Registration ‘Wizard.

The following pages will step pou through the process of registering for and inztalling
a BASIS product license.

Fleaze read all instructions carefully to ensure the fastest and most accurate
respongze from the BASIS automatic registration responze systems.

If you already have a BASIS License installed, vou may exit this wizard by clicking
cancel.

I MTERMNMATI|ONAL

™ Only check this box if:

* You have already received a demo licenze.
OR
* You are uzing a BASIS License Manager.

JIBASIS

< Back I Mext » I Cancel Help
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14. Inthe License Registration Information screen fields, enter the information
regquested. The Serial Number and Authorization Number can be found on
the BASIS License Registration Form that was included with the media.
Click Next when finished.

ﬂ License Registration Information ﬂ
— Contact Information  Product License Information
“f'our contact information iz confidential and will The Serial Mumber and Authorization Mumber are provided
only be uzed to azsist BASIS in further identifying to wou by BASIS and must be typed exactly as shown,

your product licenze.

Company Mame: IW
First M arne: lJvaue“ne— Serial Mumber: IW
Last Mame: IW Autharization Mumber: IW
Email Address: lm Host Mame: [optional] |a|ex|_

Phaone: IW Host ID: IW

Include your area or country code [~ This iz a notebook computer

The Host Mame provides you an easy method of
identifying the Host.

™ | wish ta receive ongoing product information

< Back I Mext » I Cancel Help
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15. The License Registration and Delivery Methods screen appears. If the
computer is connected to the Internet, use the default Web Browser option
as the registration method. If you choose any other registration method,
follow the appropriate stepsin Appendix G. Click Next.

% License Registration and Delivery Methods ; =
— Registration Method r— Licensze Delivery Method
How do you want to gend your license information to How do you want BASIS to deliver your permanent
BASIS? license?

& wieh Browssr

" Email Ta: lm  Email Address: IitrascheII@JMT.com
" Telephone " Fax Number: I
" Fax Country: I ,l

Include vour area or country code in the fax number

" Other

< Back I Mest » I Cancel | Help |

16. The License Information Confirmation screen appears. Check the Serial and
Authorization Numbers with those on your License Registration Form and
click OK.

License Information Confirmation x|

Please verify that all information below is comect. 1f any of
the following iz incorect, please click Cancel to make the
hecessary changes.

MOTE: Any incarect information will result in a failure ta
process your license registration,

Far Mumber: |952-4D3-5?U1
Email Address: |itraschell@acme.com
Serlal Number: |05H0Z7840

Authorization Mumber: |1 234567530

oK I Canicel
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17. Using the default web browser on your computer, your registration
information is sent to Basis and atext file (see example below) isreturned to
your browser from Basis.

3 An attempt will be made ko send your registration via your web browser, IF this attempt is unsuccessful, or if you receive an error
“a message, please close your browser and try an alternate registration method such as by Fax.

Here is the BASISZ product license file you reguested.

#
#
# Please save this page as "C:YTEMPYEASIS CODEC Driver License.txt™.
# If "C:\TEMNP" does not exist, then please create it and save

# this page there. After you have done this, please run the

# "Install a BASIS License" program from your program folder

# to complete the installation of this license.

#

#

#

#

DO NOT MODIFY THIS FILE

Host MNemwe: neilp
#
SERVER this host ANY
VENDOR hasis
FEATURE ODEC_REW basis Z.10 permanent uncounted S72BE6COD145E i
HOSTID=00aa0053d76c ck=105 3N=05H1097S0

Once you receive the information, follow these instructions:

e Savethe page asinstructed. If the Temp directory does not exist, create
it and save the text file in that directory.

e Returnto the BASSODBC Driver 3.01 folder window (created in step
12) and double-click the Install a BASIS License icon.

If you closed thiswindow, click Start, point to Programs, then to Basis

ODBC Driver 3.01, and then select Install a Basis License from the
menu that appears.
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License Installation

18. If you have already received the license.txt file, or you are using the BASIS
License Manager, this screen appears. Click Yes.

‘fou will only be able to successfully complete this installation if:
! * You have already received a demo license,

OR.
* You are using a BASIS License Manager,

Do you wank ko conkinue?

fes Mo |

19. Thelnstall aBASIS License screen appears.

Install A BASIS License ] x|

The BASIS Licenze Installation ‘Wizard will now install pour registered BASIS
License.

SIS

I MTERMNMATI|ONAL

*r'ou must have registered for a BASIS License or previously obtained a demo or
temporary licenze in order to continue ingtalling a BASIS License.

Select one of the following:

' |nstall a single-user BASIS ODBC Driver license on this machine.

" Configure this application to use the BASIS License Manager.

D

" Configure this application to use a BASIS PRO/S Data Server License.

< Back I Mext » I Cancel | Help I

If you are using a single-user key and you have already received the license
file, click Next. Then continue with step 20.

If you are using the BASIS License Manager, click Configure this

application to use the BASIS License Manager, then click Next. Skip to
step 23.
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20. The Locate License File screen appears. Enter the path for the license.txt file
or click Browse to navigate to the \Temp directory whereit is stored. Seethe
example below..

BASIS License Installation =

& Locate Licerss Fils

Type the location and name of the licenze file. Or zearch for the file by clicking Browse.

Browse... |

License File:

" Enter License Information

Feature: l— Encryption Code: l—
License Rew: l— Host ID: l—
Expiration: l— Checksum: l—
Mumber of Users: l— Serial Murmber: l—

< Back I Mext » I Cancel | Help

2|
Look in: | (3 temp x| & @ f E-
File name: IIicense.txt Open I
Filez of type: IText Files [*.t=t] j Cancel |
4

Click Open to enter the directory path in the Licence File text box on the
Basis License Installation screen (shown above), then click Next to continue.
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21. After you have located the license.txt file, the Installation Successful screen
appears.

Installation Successful

?I) The BASIS product license file has been successfully installed. Do you want to install another license on this machine?

Click Yes to install another license and return to the the BASIS License
screen. Click No to continue.

22. If you use OSAS®S for Windows or UNIX/Linux, enter the name of the
server that is running the Data Server. If you are using standard OSAS or
OSAS®S for Novell, leave the field blank.

BASIS Data Server Connection

r -
! A £ If you are planning to connect ta a BASIS Data Server, you must specify the name of
= the server where the BASIS License Manager iz running that containg the available
P licenses for the BASIS Data Server,
r -
< If you are unsure of the name of this server, please contact your
- zystem administrator for assistance.
o T
w If you will not be using a BASIS Data Server, leave the edit box empty
m . and click Next.
ﬁ =
1 B file_server
' .4

< Back I Mest » I Cancel Helg

In either case, click Next and skip to step 25.
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23. If you are using the BASIS License Manager, the following screen appears.
Enter the name the server that isrunning the BASIS License Manager and
click Next.

Access A BASIS License Manager 1l ll

Fleaze enter the name of the server where pour BASIS Licenze Manager resides or
contact pour spstem administrator for assistance.

SIS

I MTERMNMATI|ONAL

license_server

oIt

< Back I Mext » I Cancel | Help |

24. The Installation Successful screen appears. Click OK to continue.

Installation Successful |

.
_‘y The BASIS product license file has been successfully installed.

2-16 ODBC Kit User’s Manual



Installation Installation For Windows 95/98/NT/

25. Click Finish.

Installation Complete _. =

Installation of your BASIS product license is complete. You may now use wour new
BASIS product!

If you are accessing a BASIS License Manager, pleaze make sure it is started
before attempting to use your BASIS product.

Thank you for choosing BASIS!

< Back I Finizh I Cancel | Help |

26. If you do not want to view the readme.txt file, clear the box. Otherwise, click
Finish.

BASIS ODBLC Driver setup is complete! |t is strongly
recommended that you read the accompanying readme. bt file.

1S

I NWTERMNMATI|IONAL

Thank you for choosing BASIS!

it

< Back I Finizh I
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27. Before you use the ODBC driver you must:
e ingall the ODBC Kit from your OSAS media
«  create the config.tmp file (see page 3-3)

Once you have completed these two steps, follow the instructions on on
page 2-19.
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After installing the ODBC media, you need to create and setup your ODBC

drivers.

1. Click Start, point to Settings, then select Control Panel from the menu that
appears. When the Control Panel opens, double-click the 32 bit ODBC

Administrator icon.

2. Onthe ODBC Data Source Administrator screen, select the File DSN tab and

click Add.

€ 0DBC Data Source Administrator

UserDSNI System DSM File DSH |DDBE Driversl Tracingl About I

Look jr: I [rata Sources

=l e

@ dBASE Files [not sharable]
@ Eucel Files [not sharable]
@ FouPro Files [not sharable)

[ 0545 ODBC
@ Test Files [not sharable]

@ M5 Access 97 Databaze [not sharable]

Add... |
Bemove |
[ ]

LConfigure...

Set Directory |

An DDEC File data source allows you to connect to a data provider. File
D5Ms can be shared by ugers who have the zame drivers ingtalled.

o]

Cancel Lol Help
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3. Select the Basis ODBC Driver entry and click Next.

Create New Data Source

Select a driver for which you want to et up a data source.

| ergion | -
| 3.01.0000
CRODEZ 3.10.0000
CR Infarmix 3.10.0000
CR Informixd 3.10.0000
CR Oracle? 3.10.0000 b
CR Oracled 3.10.0000
CR SOLBase 3.10.0000
CR Sybaze Spstem 10 3.10.0000

birrnenft AR Aze Dirivar (%

Microzoft Access Driver [*.mdb) 3.50.360200
fl AN qnn?nn_lll
»

Advanced... |
< Back I Mest » I Cancel |

4. Enter the name for your ODBC driver, such as OSAS ODBC asin the

example below. Click Next.

Create New Data Source

Type the name of the file data source pou want to zave this
connection to. Or, find the location to save to by clicking
Browse.

IDSAS 0DEC

Browse... |

< Back I Mest » I Cancel
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Installing ODBC Drivers

5. The next screen lists the information you have entered for confirmation.
Verify that it is correct and click Finish. If theinformation isincorrect, click

Back and reenter the information as needed.

Create New Data Source

‘wihen vou click finish, vou will create the data source

which you have just configured. The driver may prompt
youl for more information.

File Data Source

Filehame: 0545 ODBC _I
Criver: BASIS ODBC Driver

ODBC Kit User’s Manual
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Installation

6. The Driver Data Source Configuration screen appears next. In the Database
field, enter the path for your config.tpm file.

BASIS ODBC Driver Data Source Configuration

[rata Source Mame: I

0K

Description: I

a.

Cancel

Database

Help |

About |
Uszer ID: I Read Timeout: I

— Optior:

™ Read Only Access ™ Force File Length Update on FAT Systems
™ Disable Use of Math Coprocessor ™ Allow Multiple Reads in a Record

™ Enable Floating Metwork Lock Eyte ™ 14 Digit Business Math

™ Mo Strict Key Checking on CREATE TABLE I Do Mot Automatically Feorder Tables

[~ Pack numerics over 14 digits lang ™ Pad variable length columns with spaces
— Logging

™ Log Enor Messages
™ Log Function Callz
™ Log File &ccess for Query Optimization

Log File Location: |

— Date:

Colurnn Suffisles): |

OEM Type: I vl

— Character Set Translation

Translate |

Click Browse to navigate to the directory in which the config.tpm fileis

stored.

7. To enhance the usability of your ODBC driver, select the Pad variable
length column with spaces check box.

If you are allowing only read access, select the Read Only Access check

box.

Click OK to continue.
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8. Click OK to finish the ODBC setup procedure. For more information on how
to manipulate data from within another application, see one of the following:

Microsoft Access
Microsoft Excel
Microsoft Query
Microsoft Word

Crystal Reports
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Edit CONFIG.TPM

Use the Edit CONFIG.TPM function to create and edit database configuration
filesfor the BASIS ODBC driver.

You must create a database configuration file for each company you want to
access with the ODBC driver. If you have multiple companies, name each
configuration file with some variation of the company ID and the TPM file
extension. For example, if the company ID is HHH, the configuration file's name
would be CONFGHHH.TPM.

Note I

If you want to use the report applets (Microsoft Excel spreadsheets) that
come with the ODBC Kit, you must store your configuration filein the
WINDOWS directory on the C: drive of each computer where the ODBC
driver isinstalled.

Enter the file path and database configuration file namein the Database
Configuration field in the BASIS ODBC Driver Data Source Setup dialog box
when you install the BASIS ODBC driver or when you access OSAS data using
the BASIS ODBC driver.

BASIS ODBC Driver Data Source Setup [ %]

Enter Data Source Specification:
Ok

[iata Source Mame: IDSAS [D1ata for Company HHH

Description: IStored of $ervern acct Cancel

il

" [ratabasze Configuration Help

[CONFGHHH.TPM Browse. . | Advancad >>|
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Follow these steps to edit the CONFIGTPM file:

1. Select Edit CONFIG.TPM from the ODBC Kit menu in OSAS. The Edit
CONFIGTPM screen appears.

& Edit CONFIG.TPM _ (o)

Commands  Edit  Modes Other Scroll Commands  Help

2Xiz 2@ an| ? e 0f | Abandan |

Path and Mame of COMNFIG. TPM File

|C: A IND O'w/S /CONFIG. TRM

W ariable Diata

-/ozasl ata, ﬂ

CID H ﬂ

SYSFIL C: /ozazBb021 0/ spsfil!
El
3
E]

Line Mo [ 000001 of 000004 |

| Enter = edit Goto dppendline | Wite | Change CONFIG.TPM Name | |
[ |Company H [02/11/2003 | Terminal TOOD [OvR

2. Enter thefile path and name of the database configuration file you want to
edit. Enter a\ at the end of the directory path.

If you enter anew path or database configuration file name, askeleton fileis
built.

3. Thevariables and their related data appear in the scroll region. Press Enter
to edit the variables:

« DICTIONARY - Enter the file path to the data dictionary files.
« DATA —Enter thefile path to the company data.

e CID - Enter the company ID for the database configuration file.
SY SFIL — Enter thefile path to the system data files.

3-4 ODBC Kit User’s Manual



Create/Edit CONFIG.TPM Edit CONFIG.TPM

4. Usethe commands to add a new variable or save your changes:
* PressA toadd anew variableto thelist.
e PressW to save your changes.
*  Press C to save your changesto anew configuration file.

5. Tosaveyour entries and exit to the main menu, press W and then use the Exit
(F7) command.
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Introduction

The functions on the Dictionary Tools menu can help you perform these tasks:

Use the Copy File(s) to Dictionary function to copy definitions from one
dictionary to another.

Use the Files function to set up data dictionary information, create views of
OSAS datafiles, and delete file definitions as needed.

Use the Fields function to define and edit fields in the data dictionary files.

Usethe Indexes function to define the keys used in OSAS Mkeyed data
files.

Usethe Add/Change Reserved Words function to add or update the words
you want to flag as reserved.

Use the Tables function to set up and maintain the ODBC Kit table.
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Copy File(s) To Dictionary

Use the Copy File(s) To Dictionary function to copy file, field, and index
definitions from one data dictionary to another.

Follow these steps to copy definitions:

1. Select Copy File(s) to Dictionary from the Dictionary Tools menu. The
Copy File(s) to Dictionary screen appears.

_.i_ Copy File{s) to Dictionary _|EI|1|
Commands Edit Modes Other Help
>XiE 2@ @A 7€ 0K | Abandon |
Fram Dictionary 1 El
To Dictionary 1 El
Copy:
Al Application File
{* Specific File
(" Base Dictionary T ables

File Mame APBT El
ToMame FILE_2 El
[ [Company H [02/11/2002 [ Terminal TODO [CVR
Inquiry | 2. Enter the data dictionary extension from which you want to copy definitions.
Inquiry | 3. Enter the data dictionary extension to which you want to copy definitions.

4. Select the type of information to copy: All Application Files, a Specific
File, or Base Dictionary Files.
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5. If you elected to copy al application files, enter the application from which
you want to copy file information.

MI If you elected to copy a specific file, enter the name of the file fromwhich to
copy information and the name of the destination file.

6. UsetheProceed (OK) command to copy the definitions you selected.

7. To exit to the main menu, use the Exit (F7) command.
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Use the Files function to set up and maintain data dictionary information about
the datafiles used in OSAS programs, to construct views of the OSAS datafiles,
and to delete unnecessary file definitions from the data dictionary. Back up data
dictionary files—fileswith .1 asthefile extension—before you delete, modify, or
create files in case you make mistakes.

A viewisastructured query language (SQL ) term that represents a glimpse at the
data contained in your files. The fieldsin aview can be from more than onefile.
Views can also have criteria applied. For example, aview can include vendor
names and mailing addresses for a form letter, but include only vendorsin a
selected state. You should be familiar with SQL or become familiar with the
predefined views in the data dictionary before you create new views.

You should be familiar with BB* field and file types in order to append filesto
the data dictionary. Back up your data dictionary files before you createfiles; this
lets you restore the dictionaries if problems occur.

Use the Files function to delete unnecessary file definitions from your data

dictionary to increase performance and decrease the amount of disk space used
by the shadow dictionary.
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Select Files from the Dictionary Tools menu. The Files screen appears and lists
information about the files in the data dictionary.

=lolx|
Commands  Edit  Modes Other Scroll Commands  Help
PN r=| B BR| ?& 0f | Abandan |
Dictionary =1
File Mame Drescription Type Feclen Fecs Key
=
APCH Check.z File Mk.eyed 192 1] 1] ﬂ
APCH_1 Checkz File - Checks Record Mk.eyed 192 1] 1] ﬂ
APCH_2 Checkz File - Invoice Record Mk.eyed 192 1] 1]
APCH_3 Check.z File - Control Record Mk.eyed 192 1] 1]
APCH_CHK_RECORD |View Indexed a a a
APCH_CTRL_RECORD |View Indexed a a a
APCH_INY_RECORD  |View Indexed a a a
APCH Fequisition Control File Mk.eyed B4 1] 1]
APCH_1 Fequisition - Terminal Record Mk.eyed B4 1] 1]
APCHM_2 Fequisition - Control Record Mk.eyed B4 1] 1]
APCM_CTRL_RECORD |View Indexed a a a
APCM_TERM_RECORDView Indexed a a a j
APCT Control File Mk.eyed B4 1] 1] g
APCT_1 Control File - Terminal Record Mk.eyed B4 1] 1] g
Line Mo [ 000001 of 000422 | ——
| Enter = edit Append | Goto | —|
[ [Company H [02/11/2002 [ Terminal TODO [CVR

Each entry shows you the file name, description, type (Mkeyed or Indexed),
record length, number of records, and number of keys for that file in the data
dictionary.

Use the commands to work with the filesin the dictionary:

e PressEnter to edit information about the selected entry. The Edit File screen
(page 4-9) appears.

* PressAtoadd afiletothelist. The Append File screen (page 4-9) appears.
* PressG togotoaspecific fileinthelist.

*  Usethe Exit (F7) command to save your changes and return to the main
menu.
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Files

Append/Edit File Screen

Inquiry |

The Append File screen appears when you add a new fileto thelist. The Edit File
screen appears when you edit an existing file in the data dictionary. Other than
the names, these two screens are identical. The Edit File screen is shown below.

& Edit File =l
Commands Edit Modes Other Help
2¥iE 2R @A 7@ OK__|_Abandan |

Dictionary =1

File Mame APET E
Drescription IBatch Control File
iew Defintion? [T

Type Mk.eped 'l
Fecord Length 128

Mo. of Records 1]

Key Size I 1]

File Index [ 15

R Topic noo

Long File APBT wex

ODEBC Path [DATARPET(CID)

Application 1D IAF' Iﬂ

3. Enter thefiletype:

| = Indexed

L = Serial

K = Keyed

S = String

P = Program
D = Directory
M = Mkeyed

ODBC Kit User’s Manual

Enter the File Name and Description.

Enter the file record length and number of records the file contains.

If thefileisaview, select the View Definition? check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
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5. Enter theKey Size if thefileisasingle keyed or Mkeyed file.

6. Enter the File Index onwhich thefileisusually opened.

7. Enter the GENERAL Report Writer topic within OSAS software.

8. Enter the Long File Name for thefile.

9. Enter the path ODBC usesto see the file. Use the variables (DATA) to
specify the data path and (CID) to specify a company-specific file. These
variables are defined in the CONFIGTPM file.

Inquiry | 10. Enter the application ID for thefile.

11. If thefileisaview, press PgDn to enter the SQL WHERE clause selection
criteria used to select the datain the view. See “Edit File View Information
Screen” on page 4-11 for more information.

12. UsetheProceed (OK) command to save your changes and return to the Files

4-10

screen.
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Edit File View Information Screen

The Edit File View Information screen appears when you add or edit aview and
then press PgDn to view the WHERE clause that selects data for the view.

/& Edit File View Information o ] 5
Commands Edit Modes Other Scroll Commands  Help
22Xz DR @EE 28 OK__|_bandon |
Wwhere Clause
4PCH_1.RECORD_TYPE="C'OR APCH_1.RECORD_TvPE="F" OR APCH_1.RECORD_TYPE
=i
—File Mame
APCH_1 []]
Line Ma [ of =
| Lppend | Write | Select statementl Goto | —|

The screen lists the WHERE clause selection criteria and the files from which
fields are drawn to make up the view.

1. Enter or edit the SQL WHERE clause selection criteria. Use single quotation
marks around strings. For example, avalid clause might be:

APVE.VENDORID = ‘ACEOQO0Y’

2. PressEnter to continue to the File Name section to specify the files to
include in the view.

3.  Usethe commands to work with files:
* PressA toadd anew fileto thelist.

e PressW to save your changes and return to the Files screen.
e Press S to return to the Where Clause field.
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Fields

Inquiry |

Use the Fields function to define and edit the fields in the data dictionary files.

Unless you are working with views, you must be familiar with BB* field types
and the file layout in order to definefields. If you are working with aview, build
the field definitions from existing files with the Build view from file command.

Select Fields from the Dictionary Tools menu. The Fields screen appears.

Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

2Xiz 2@ an| ? e 0% | Abandon |
Dictionary =1 File Size 128
File Mame AFBT 2] Batch Control File Soft Size 54
Field Mame Drescription Type Len Motes

| Enter = edit

_ 2 2
DESCRIFTION Description C 25 ﬂ
STATUS_PURCH_JRM |[Status - Purchase Journal C 1#|{U = Unprinted™P
STATUS_DEBIT_JRM  [Status - Debits Journal C 1#|{U = Unprinted™P
STATUS_RCPT_JRML [Status - Receipts/nvoice C 1#|{U = Unprinted™P
RESERYED_0O5D1 Feserved for 050D C 1%

BATCH_STATUS Batch Status C 1#[H = Hold
RESERVED_OSD2 Feserved for 050D M 1%
RESERVED_OSD3 Feserved for 050D M 1%
RESERVED_0O5D4 Feserved for 050D M 1%
El
i
E]
Line Mo [ 0001 of D011 | ——
Append | Wirite | Build wiev from file | Goto

|Company H [02/11/2003 | Terminal TOOD [OvR

After you select aFile Name and press Enter, the screen liststhe file size and soft
size—the total of all field lengths added together plus the total number of fields
in the file—and the field name, description, field type, and notes for all fields

contained in thefile.
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Use the commands to work with the fields in thefile:

*  PressEnter to edit the selected entry. The Edit Fields screen appears.

e PressAtoadd anew field to the list. The Append Fields screen appears.

e PressW to save your changes.

* PressB to build fields from afile. This command is only available when the
selected entry is aview. Enter the file name from which to build the fieldsin
the Enter File to Copy From field that appears and press Enter.

* PressGtogotoaspecific field inthelist.

To save your entries and return to the main menu, press W and then use the Exit
(F7) command.

Append/Edit Fields Screen

The Append Fields screen appears when you add a new field to the list; the Edit
Fields screen appears when you edit an existing field. Other than the name, these
screens areidentical.

A Edit Field —olx]
Commands Edit Modes Other Help
2XiE 2R Ba| 2@ 0K | Abandan |
Field Mumber 0003
Field ID WEMDOR_ID E
Drescription IView Colurnn
Orig. Field
|APCH_2VENDOR_ID
Motes
Field Type Character j 1
Mumeric Type vl 2
Wariable Length? I~ 3
Field Terminator 1] ;
Field Length I 20 E
Armay Elements 1} 7
g
R Mame g
W ariable 10
Template
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Inquiry | 1. Enter theField ID. Any word you enter is checked agains the reserved word
file, and awarning appearsif you enter areserved word. A reserved word is
a key word from athird-party ODBC and SQL language that should not be
used for field names.

2. Enter thefield’s Description.

3. If you edited afield from aview, the Orig. Field field appears and lists the
file the field was pulled from for the view and the original field name. Edit
thisinformation, if necessary.

Thisfield does not appear for regular fields contained within files.
4, Enter the Field Type:

C = Character

N = Numeric

U = Unsigned Integer
| = Signed Integer

F = |EEE Float

D = BCD Float

B = Business Math
X ='C Float

Y =‘C’ Double

5. Inthe Numeric Type field, enter B if the numeric isaBoolean, J if the
numeric isadate, or O if the numeric isany other numeric. If thefield typeis
non-numeric, thisfield is not available.

6. If thefieldis of variable length and requires afield terminator, select the
Variable Length? check box (or enter Y in text mode); if not, clear the check
box (or enter N in text mode).

7. Enter thelength of the field in bytesin the Field Length field. The Array
Elements field is set to 1 and cannot be changed.

8. Enter the name to be used for the field in GENERAL Report Writer in the
RW Name field.
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10.

11.

12.

In the variable field, enter the variable ID to be used to represent the field.
IF this application uses string templates, leave the field blank.

Enter the string template ID.
Enter any descriptive notes about the field in the Notes fields.

To save your entries, use the Proceed (OK) command. You are returned to
the Fields screen. Press W to save your changes to thefile.

Other files are scanned for field names that match any you changed. If data
changes have been made, the Update Fields screen appears to update other
fields with changed data.

&, Update Fields i ] 5
Commands Edit Modes Other Help

2xrtE B @D 28 ok | |

Update fields automatically or prampt for

sachfield?  [FTEENG— < |

Description?
Field Type?
Field Length?
R Mame?
Motes?

AAAT

e Enter Automatic (or press A) to automatically update fields through the
system; enter Prompt (or press P) if you want to be prompted for every
field to be appended or changed.

e |f youwant to update the type of information listed in related fields with
your changes, select the check box or enter v; if not, clear the check box
or enter N.

« UsetheProceed (OK) command to update related fields. If you selected

Prompt or entered P, you are prompted to enter the information you
want to update for each related field.
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Use the Indexes function to define the keys used in OSAS Mkeyed data files.
You must be familiar with BB* field and file types in order to use this function.

Select Indexes from the Dictionary Tools menu. The Indexes screen appears.

&, Indexes ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0% | Abandon |
Dictionary =1
File Mame IAPEH_‘I Iﬂ Checks File - Checks Record

KHUM  Key Definition

bl

> b

RECORD_TYPE=[3.22.1 VENDOF_ID

[IEIREEN

KeyMNo( 000001 of 000003 |——
| Enter = edit Append Lhange view | Wirite

[ |Company H [02/11/2003 | Terminal TOOD [OvR

||

Inquiry | After you select the File Name, the screen lists key order number (KNUM) and
key definition for all index keys defined for that file.

Use the commands to work with the indexes in the file:
*  PressEnter to edit the selected index. The Edit Indexes screen appears.
e Press A to add anew index to the list. The Append Indexes screen appears.

e PressC to switch between the field view and key segment view of thefile.
e PressW to save your changes.
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Append/Edit Indexes Screen

The Append Indexes screen appears when you add a new index to the file. The
Edit Indexes screen appears when you edit an existing index. Other than thetitle,

these screens are identical.

& Edit Index —olx]
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0f | Abandan |
| indexiD  [FTVP_VEND_IWY KeyMumber 1 |
5 Field Drescripti T
: g
o0z WENDOR_ID Wendor ID C 3 1 5 T r r ﬂ
e Invoice Mumber C A 7 e PP 4
004 Invoice Sequence Mo C 3l 18 gl T r r
005  |SEQUEMCE_MUMB|Sequence Mumber C 1 1 gl T r r
rlecle
rlecle
rlecle
rlecle
rlecle
rlecle
rlecle
r - |r =
rlrlr 3
rlclr =
Line Mo [ DD00O1 of 0D0ODOS | —
| Enter = edit | Append | Deszciription | Goto | —|

You cannot edit the index segments in the scroll region directly. Instead, press
Enter to edit an index entry. For descriptions of each of the fields on this screen,
see “ Append/Edit Segments Screen” on page 4-19.

Use the commands to work with the segments that make up the index key:

*  PressEnter to edit the selected segment. The Edit Segments screen appears.

e  PressA toadd anew index segment to the list. The Append Segments screen

appears.

* PressD toreturn to the Index ID field to edit the index description.

Use the Exit (F7) command to save any changes and return to the Indexes screen.

4-18
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Append/Edit Segments Screen

The Append Segments screen appears when you add an index segment to the list
on the Edit Indexes screen; the Edit Segments screen appears when you edit an
existing segment. Other than the title, these screens are identical.

&, Edit Segments L i ] 5
Commands Edit Modes Other Help

2 XtE BR@ @D ? @ 0k | sbwdn |

Sequence 002

Field WEMDOR_ID E
Drescription IVendor [}

Type C

Field No. 3

Pasition 1

Length E

Descending? [~

Unique? o

Business? o

1. Thesegment’s Sequence number appears and cannot be changed. To change
this number, return to the Append/Edit Indexes screen and use the Delete
(F3) and Append commands to rearrange segment entries.

Inquiry | 2. Enter the field name to use in the segment, or leave the field blank if the
segment consists of more than onefield. If you enter afield name, the
following information appears and cannot be changed. Use the Fields
function (page 4-13) to edit thisinformation.

e Description

e Type (C for character, N for numeric)
e Field number

e Starting position of the field in astring
e Tota length of thefield

3. Select the Descending? check box (or enter Y in text mode) if thefieldisin
descending sort order; if not, clear the check box (or enter N).

4. Selectthe Unique? check box (or enter Y) if thefield isauniquefield; if not,
clear the check box (or enter N). Enter N for standard OSASfiles.
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5. Select the Business? check box (or enter Y) if thefield is a business math
type and must be sorted as such; if not, clear the check box (or enter N).
Enter N for standard OSASfiles.

Your choices for the above three options appear on the Append/Edit Indexes
screen.

6. UsetheProceed (OK) command to save your changes and return to the
Append/Edit | ndexes screen.
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Use the Add/Change Reserved Words function to add or update the file of
reserved Structured Query Language (SQL) words or to other words you want
flagged as reserved. You cannot use reserved words as field IDs or names.

To add or change reserved words:

1. Select Add/Change Reserved Words from the Dictionary Tools menu. The
Add/Change Reserved Words screen appears.

_2_ Add/Change Reserved Words o ] 4
Commands Edit Maodes Cther Scroll Commands  Help
Xzl @al?e OK__|_Abanden |
Reserved Word JACTION 12
Description [SALACTION
[ |Company H |02/12/2003 [ Teminal 7000 [0VR
Inquiry | 2. Enter theword to add or edit in the Reserved Word field.

3. Enter or edit the reserved word’s description.
4. To delete areserved word, use the Delete (F3) command.

5. Usethe Proceed (OK) command to save your changes and return to the
main menul.
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Tables

Use the Tables function to set up and maintain the ODBC Kit table. Tables store
information about the system, data, options, and default settings for other
applications.

The ODEXTxxx and OPT tables are related to the ODBC Kit. For more
information about the ODEXTxxx table, seeits description in this section.

The OPT (Options) tables store options and interfaces settings. Maintain the
information stored in this table through the Options and Interfaces function on
the Resource Manager Company Setup menu, not through the table itself.

ODEXTxxx Table

The ODEXTxxx table stores the data dictionary file extension in use for the
current terminal, where xxx isthe current terminal ID. Follow these steps to
access the table and change the file extension, if necessary:

1. Select Tables from the Dictionary Tools menu. The Tables screen appears.

= 1O]x]
Commands Edit Modes Other Help
X Re @Bl e OK | Abanden |

Tahle 1D | 4]  Description |

Mumber af Cals 1] Column Length I 1] Type vl
|

| Company H | 02412/2003 | Teminal TOOD  [OWR
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Dictionary Tools

Inquiry |

4-24

You can use this screen to add a new table, copy an existing table, delete a
table, or set up terminal-specific or company-specific tables. See the
Resource Manager User’s Manual for more information.

Enter ODEXTxxx (where xxx isthe current terminal ID) in the Table ID
field. The remainder of the ODEXT field appears.

_oix|
Commands Edit Modes Other Help
22Xz e @e e OK__|_Abandan |

Table 1D ODEXTO00 2] Description IEurrent [rata dictionary
Mumber of Colz I 1 Column Length I 3 Type IA vl

|pic

[ | CompanyH | 0212/2003 | Teminal TODD [OWR

Change the data dictionary file extension (1 in the above example) for the
current terminal as necessary.

Use the Proceed (OK) command to save your changes, then use the Exit
(F7) command to return to the main menu.
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Printing a Dictionary Report

Use the functions in this chapter to print reports that contain information about
the information in your data dictionary. The following reports are available:

* UsetheDictionary Field List function to print areport listing al field names
across files for verification and consistency.

* Usethe Audit Field Names for Reserved Words function to check for the
use of reserved wordsin applications.

* UsetheReserved Words List function to print alist of al reserved wordsin
the data dictionary.

All dictionary reports are produced in the same way. Use the instructions on the
next page to print a report, modifying the procedure as necessary for the report
you are printing. For example, if the screen for the report you want to print does
not contain sort by options, ignore that step and continue to the next.
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Printing a Dictionary Report Dictionary Reports

Follow these steps to print adictionary report:

1. Select the report you want to print from the Dictionary Reports menu. The
selection screen for that report appears. The Dictionary Field List screenis
shown below as an example.

&, Dictionary Field List ] 5
Commands Edit Modes Other Help
BN DK | Abandon |
Dictionary =1
FieldD  From  [BATCH_ID E
Thu  [STATUS_RCPT_JRNL|3]
File name From  |APBT E
Thu  [APHS E
Sort By
" Field Mame
& File Mame
[ |Company H [02/12/2003 | Terminal TOOD [OvR
Inquiry | 2. Select the range of information to include in thelist in the From and Thru

fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin the list.

3. If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

4. Select the output device to begin printing the report. See* Output the Report”

on page 1-58 for more information. After the report is produced, the
Dictionary Reports menu appears.
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Dictionary Field List

UsetheDictionary Field List function to produce a printout by field name across
files. Use thelist to verify the consistency of field namesin related files.

Dictionary Field List

OEFLEFEOOZ Builders Bupply Page
10:03 aM Dictionary Field List
Field File Description Format Notes Bl Mame
EATCH ID ATET Eatch ID C & EATCH ID
EATCH STATUS ATET Eatch Status C 1 H = Hold EATCH STAT
DESCRIPTION ATET Description C zE DESCRIPTION
LOCE_FLAG ATET Lock Flag C 4 Term ID or blank LOCE FLAG
LESEDVED_OSD1 ATET Leserved for 0SD C 1
LESEDRVED_0SDE ATET Leserved for 0SD 1) 1
LESEDVED_0SD32 ATET Leserved for 0SD 1) 1
LESEDVED_0SDd ATET Leserved for 0SD 1) 1
STATUS_DEEIT_JEN APET Status - Debits Journal C 1 T = IMmprinted DEEITE JOURNAL_STAT
I = Printed
B = Reprint
N = Not Appl.
STATUS_PULRCH JEN APET Status - Purchase Journal C 1 T = IMmprinted DPURCH_JOURNAL_STAT
I = Printed
B = Reprint
N = Not Appl.
STATUS_RCPT_JENL APET Status - Peceipts/Invoice JourmnaC 1 T = Unprinted RECPT_INV JENL_STAT
I = Printed
B = Reprint
N = Not Appl.
GEMERAL ALTHA 1 APCH General Alpha 1 C &
GEMEDRAL ALTHA Z APCH General Alpha Z C 2
GEMERAL ALTHA 2 APCH General Alpha 32 C &
GEMEDRAL ALTHA 4 APCH General Alpha 4 C 1&
GEMN_NUMERIC_1 ATCH General Numeric 1 1) 14
GEN_NUMERIC_ & ATCH General Numeric & 1) 14
GEN_NUMERIC_ 2 ATCH General Numeric 2 1) 14
GEMN_NUMERIC_ 4 ATCH General Numeric 4 1) 14
GEN_NUMERIC_ & ATCH General Numeric & 1) 14
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Audit Field Names For Reserved Words

Use the Audit Field Names for Reserved Words function to validate an
application for reserved words or check all applications for reserved words.

Audit Field Names For Reserved Words List

OEslzyz00z Builders Bupply

10:04 AM Audit Field Names for Reserwved Words
File ID Field Name Description of Beserwved Word
APHE_1 TEAE S0L TEAER

APHE _Z TEAR E0L TEAR

APHE 2 TEAR Z0L TEAR
APHS_COMP_RECORD TEAE S0L TEAER

APHZ_ITEM RECORD TEAR E0L TEAR
APHS_VEMD_RECOERD TEAR S0L YTEAR

APUIC DATE 30L DATE

End of Beport

Page

1
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Reserved Words List

Use the Reserved Words List function to printout alist of all the reserved SQL

words.

Reserved Words List

Oz 1z /2003 Builders Supply Page
10:-04 AM Reserwved Words List
Rezerwved Word Description
AERSOLUTE SQL ABSOLUTE
ACTION SQL ACTION

ADT SQL ADD

ALL SQL ALL

ALLOCATE S0L ALLOCATE
ALTEER SQL ALTER

ANL SQL AND

ANTY SQL ANY

ARE SQL ALE

AZ SQ0L A%

BEC S0L ABC
ASSERTION SQL ASSERTION

AT SQL AT
AUTHORIZATION SQL AUTHORIZATION
AVG SQL AVG

BEEGIN 2Q0L BEGIN
EETWEEN SQL BETWEEN

EOTH 50L BOTH

ERELE S0L EREAKE

EROWSE SQL BROWSE

BEULE 2QL BULE

BT SQL ET

CASCADE SQ0L CASCADE
CASCADED SQL CASCADED

CASE SQL CASE

CAZT SQL CABT

CATALOG SQL CATALOG
CHAPRACTEE 5Q0L CHARACTEER
CHARACTER LENGTH S0L CHAPRACTER LENGTH
CHAR._LENGTH SQL CHAPR_LENGTH
CHECE 2QL CHECKE
CHECEPOINT SQL CHECEPOINT

ODBC Kit User’s Manual

5-9






Microsoft Access A

This appendix walks you through opening a ssimple form using the ODBC Kit
with Microsoft Access 97 and higher. If you require more information about
Microsoft Access, consult the Microsoft Access User’s Guide or Online Help.

Please note that the appendix uses Microsoft Access 97 in the example
illustrations. If you are using amore recent version of Access, the commands and
interface may differ dightly.

Before you can create this report, complete these tasks:

e Instal and set up the ODBC Kit.

e Instal and set up the BASIS ODBC drivers.

e Install Microsoft Access.

The Microsoft Access example—ACCEXAMP.MDB—which contains two
reports and two inquiry formsisincluded in the ODBC Kit.

You can find additional information about using ODBC with Microsoft Access
on the Open Systems web page on the Internet at http:\\www.osas.com.
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To Work With a Sample Form

1. Start Microsoft Access. If you have security set up, enter your user name and
password.The Microsoft Access dialog box appears.

Microsoft Access HE

—Create a New Database Using

@ " Blank Database
" Database Wizard
=

é i+ Open an Existing Database

More Files..,

lesiMorthwind

Cancel |

2. Select the sample database, ProfitHistory.mdb (listed in the example above
as ACCEXAMP). Click More Files to navigate to the database, if necessary.

3. The database container appears.

@, Microsoft Access =]
” File Edit Wiew Insert Tools ‘Window Help

DEzE ey sBe Y| o|BE- |6k %zl Esa- @

8 ACCEXAMP : Database =] E3

] Tables | BH Queries | B Forms | B Reports | 2 Macros | <&t Modules |

i@ arcU Open |
i@ ARHS 2 Desian |
@ ARHS_CUSTOMER.

@ mHs Bew

[ RINHS_PERIOD

i@ IO

i@ IvE

@ PoDD

i@ PADE

i@ PoEG
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To Link Tables to Microsoft Access

If you encounter problems with the existing table links in the sample data base,

delete them and follow these steps:

1. Fromthe File menu, select Get External Data and Link Tables, or right-
click the database container and select Link Tables from the menu that
appears. The Link dialog box appears.

Link EHE

Lock in: ID Program Files j @lll E

McAfee

Microsoft Exchange
Microsoft Office
Paint Shop Pro
WinZip

“. tdbl.mdb

Find files that match these search criteria:

File narme: I j Text or property: I 'l Eind Mow |
Files of bype: IMicrosoFt Access (*.mdb;*.mdw;*.mda_j Last modified: Iany Lime: VI Mew Search |

Accessories @osas.mdb Link. I
Adobe

Basis Cancel |
Common Files Advanced. .. |

Mot all file bypes are installed by default, To add other file bypes, run the Setup program, click AddfRemove, Data Access,
Change Option. Additional file types are also available in the Office 97 YaluPack.,

|2 file{s) found.
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2. Select ODBC Database intheFiles of type listb
dialog box appears.

Select Data Source

File Data Source | Machine Data Source I

Look jr: I [rata Sources

=l e

0X. The Select Data Source

| dBASE Files [not sharable].dsn

Q Eucel Files [not sharable).dzn

Q FouPro Files [not sharable). dsn

Q M5 Access 97 Databaze [not sharable].dsn
] 0545 Data 3.dsn

0545 Data.dsn
0545 DataZ dsn
Test Files [not sharable).dzn

1

DSH Mame: || Mew...

Select the file data source that describes the driver that you wish to connect to.
*f'ou can uze any file data source that refers to an ODBEC driver which iz ingtalled
on your machine.

QK I Cancel | Help
3. Click the Machine Data Source tab.
Select Data Source EHE

File Data Source  Machine Data Source |

[rata Source Mame | Type | Description ;I
CRSS Uszer
CRSYE Uszer
dBASE Files Uszer
Excel Files Uszer
FoxPra Files Uszer
Database Uszer
[ Uszer 0545 Data
Teut Files Uszer -
| | B
Mew...
A Machine Data Source iz specific to thiz machine, and cannot be shared.
"Uszer" data sources are specific to a uger on thiz machine. "System' data
zources can be uged by all uzers on this machine, or by a spstem-wide service.
QK I Cancel Help

A-4
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4. If you have set up an OSAS ODBC machine data source, select it and click
OK. Otherwise, click New.

Clicking New starts a data source creation wizard that will guide you
through the process for setting up a new data source. Refer to chapter 2 for
instructions on creating a new data source.

The BASIS ODBC Driver Data Source Setup screen appears.

BASIS ODBC Driver Data Source Configuration

a.

[rata Source Mame: I QK
Description: I el
Database Help |
I E About |
Uszer ID: I Read Timeout: I
— Optior:
™ Read Only Access ™ Force File Length Update on FAT Systems
™ Disable Use of Math Coprocessor ™ Allow Multiple Reads in a Record
™ Enable Floating Metwork Lock Eyte ™ 14 Digit Business Math
™ Mo Strict Key Checking on CREATE TABLE I Do Mot Automatically Feorder Tables
[~ Pack numerics over 14 digits lang ™ Pad variable length columns with spaces
— Logging

™ Log Enor Messages
™ Log Function Callz
™ Log File &ccess for Query Optimization

Log File Location: |

— Date:

Column Suffi<(es]: | OEM Type: I vl
— Character Set Translation
Translate |

5. Enter aname and description for the data source. Click Browse to locate the
CONFIGTPM file you set up using the Edit CONFIG.TPM function (page
3-3)in OSAS.
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If you have used the ODBC drivers and already created the shadow
dictionaries, click Advanced. In the additional fields that appear, select the
No Shadow Dictionary Consistency Check and the Fast Connect check
boxes to increase the performance of the ODBC drivers.

Note I

If you are using O0SAS®S and you use the data server to access your data,
enter your login name in the Network User ID field.

6. Click OK to connect to the data source. The Link Tables screen appears.

Link Tables

Tables |

AP MAT REQS

AP RECURRING ENT
AP_TRANSACTIONS
APCD_L

APCD_2
APCD_DIST_CODE
APCD_TERMS_CODE
APCH

f’ oK |
Cancel |

Select Al |
Deselect Al |

LI ™ save password

Select the following tables for the samples in the sampl e database:

«  ARCU

« ARHS 2

« ARHS CUSTOMER
« INHS
INHS_PERIOD

« INLO

« INVE

- PADD

- PADE

- PAEG
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Click OK. Asthe OSASfiles are linked to the Microsoft Access database,
you are prompted for keyed fieldsin the OSASfiles. Select the keyed fields
in the dialog box that appear.

You are returned to Microsoft Access. The linked tables appear.

&, Microsoft Access M= 3
” File Edit Wiew Insert Tools ‘Window Help
D=EE SRY | $BE |« |BE- |5 +|EE R

g db1 : Database [_ (O] %]

[ Tables | B Queries | B2 Forms | B Reports | 2 Macros | i Modules |

@ w St |
@ arHS 2 T |

@ ARHS_CUSTOMER

@ mHs e
@ INHS_PERICD
@ Lo

@ e

@ PacD

@ PacE

@ PaEc

9. Click the Forms tab.

10. Click frmCustHistLookup onthe Forms tab. The Customer History Form

appears.
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11. Select aCustomer ID and enter a Year. Then click Preview Graph. The
graph for that customer and year appears.

B frmCustHistLookup : Form

F

7
a’
|
4
4

To Work With Sample Queries

To work with sample queriesin the Microsoft Access database, click the Queries
tab and select the query you want to work with.

To Work With Sample Reports

To work with sample reportsin the Microsoft Access database, click the Reports
tab and select the report you want to work with.
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This appendix walks you through creating a pivot table using the ODBC Kit and
Microsoft Excel 97 and higher. If you require more information about Microsoft
Excel, consult the Microsoft Excel User’s Guide or Online Help.

Please note that the appendix uses Microsoft Excel 97 in the example
illustrations. If you are using a more recent version of Excel, the commands and
interface may differ dightly.

Before you can create this report, complete these tasks:

e Instal and set up the ODBC Kit.
e Instal and set up the BASIS ODBC drivers.
e Install Microsoft Excel and Microsoft Query.

The following Microsoft Excel examples are included in the ODBC Kit:

e GLACCT.XLS—GL Account Number Lookup.
PIVOT.DOC—Instructions for setting up an Excel Pivot table.
e SOORDERS.XLS—Sales Orders Pivot Table L ookup.

¢ ARCUST.XLS—Customer History Lookup and Graphs.

Note I

This appendix includes instructions for using Microsoft Query with
Microsoft Excel. If necessary, install Microsoft Query from the Microsoft
Office media. You may also need to create a shortcut to Query manually.

You can find additional information about using ODBC with Microsoft Excel on
the Open Systems Web page on the Internet at http:\\www.osas.com.
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Building a Query For a Pivot Table

1. Start Microsoft Query.

2. Fromthe File menu, select New. The Choose Data Source screen appears.

Choose Data Source

[ atabazes | Queries I

Ok

<Mew Data Source:

dBASE Files [not sharable]

Eucel Files [not sharable]

FouPro Files [not sharable)

M5 Access 97 Databaze [not sharable]
0545

Test Files [not sharable]

Cancel
Browse. ..

Optiong...

U

@l V' Use the Query Wizard to create/edit queries

3. Select <New Data Source> and click OK. The Create New Data Source

screen appears.

Create New Data Source

‘what name do you want to give your data source?

1. IDSAS Data

Select a driver for the type of databage you want to access:

2. |BASIS ODEC Driver 328IT

Click Connect and enter any information requested by the driver:

3. Connect.. |

Select & default table e poun data saurce [optional);

4 |

I | Save my usen B arnd passynrd i e data source. definition

@I ] I Cancel

I

4. Enter aname you want to give the data source in box 1. You can use the

same source again.

5. Select the BASIS ODBC Driver in box 2.
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6. Click Connect. The BASIS ODBC Driver Data Source Setup box appears.

BASIS ODBC Driver Data Source Setup [ %]
Enter Data Source Specification:
Ok
[rata Source Mame: I —I
Description: I Cancel |
[ratabasze Configuration Help |
Lc:\usp«s\pngD\conrig.tpm p— >>|

7. Enter thefile path and name of the CONFIG.TPM file you set up from within
the OSAS ODBC software in the Database Configuration field, or click
Browse to navigate to thefile.

If you already built the shadow dictionary, click the Advanced button, and
select the No Shadow Dictionary Consistency Check and Fast Connect
check boxes to improve performance. See the online help for additional
information about advanced options.

Note I

If you are using OSAS®S and you use the data server to access your data,
enter your login name in the Network User ID field.

8. Click OK to connect to the data source. You are returned to the Create New
Data Source screen.

9. Select atableinbox 4 if you want to select adefault table source; otherwise,
leave the box blank and select any table when you develop the query.

If you select atable, thelist of tables always starts at that table. Otherwise
thelist of tables starts at the beginning of the list.
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10. When the Choose Data Source box appears, select the data source you set up

M5 Access 97 Databaze [not sharable]
0545 DOptions...

in the previous steps.

Choose Data Source EHE
[ atabazes | Queriesl
D ==
Foctre P ot e Browss.._ |

_Gptors.._|

Test Files [not sharable]

@l V' Use the Query Wizard to create/edit queries

11. When the Choose Columns screen appears, select atable you want to usein
your Excel spreadshest. For this example, start with one table and add a
second table later. Select the SOTH table, select the columns for the
spreadsheet, and click Next.

Query Wizard - Choose Columns EHE
‘what columns of data do you want to include in pour queny?
Available tables and columns: LColumnz in your guery:
SORH =] > | [eaTCHD f’ 2]
SORL ORDER_MUMEER =
< | TRAMSACTION_TYPE J
505L TERMS_CODE
<£ T
s0TB _| T&x4BLE_GROUP
RESERVED_OSD1
PICK_SLIP_MUMBER
= INVEICE_NUMEER =l

Preview of data in selected columr:

@I EreviewNowl < Back I Mext » I Cancel
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12. TheFilter Datadialog box appears. Use it to select specific records from the
table. In most cases, you do not need to choose anything in this dialog box.

Query Wizard - Filter Data EHE
Filter the data to specify which rows to include in your query.
If you don't want to filker the data, click Mext.
Lolurnt to filker: Only include rows where:
ATCH 1D i’
ORDER_MUMEER ¥ -
TRAMSACTION_TYPE I J I J
TERMS_CODE ) fnd
Tax<ABLE_GROUP
RESERVED_OSD1 I j I j
FICK_SLIP_MUMBER C lal
INVOTCE_NUMBER SRS
T _GROUP_ID ¥ -
T _aD_LOCA I J I J
14X ADJCLASS o] St £10
@I < Back I Mext » I Cancel |

For example, to filter out credit memos, select the field named
TRANSACTION_TYPE, select does not equal, and then enter 4 for a
value. (TRANSACTION_TYPE 4 isacredit memo.)

13. Click Next. The Sort Order box appears.

Query Wizard - Sort Order EHE

Specify how you want your data sorted.
If you don't want to sort the data, click Mext.

Sort by ﬂ
F EvI ] fsoending
: g ) Dessending
ke by
I j ) Essending
) Dessending
ke by
I j ) Essending
) Dessending |
@I < Back I Finizh I Cancel |

Useit to select how the datais sorted in a query. For example, select afield
in the Sort by field and check Ascending or Descending for the sort order.
Select subsequent fields and sort orders for hierarchical sorts. For now, do
not enter any sort fields.
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14. Click Finish. You are returned to the Microsoft Query screen and the datain
your query appears.

- Microsoft Query _[&]x
Fie Edi Yiew Fomal Table Citeria Bevords Window Help

EEE

™y Query 1 from OSAS Data [-10]=]
S0TH

TERMS_CODE~

TERMS_DAYS

TERMS_DUE

TERMS_PERC

TOTAL_COST

TRAMSACTIDLY

BATCH_I[ORDER_NUM[TRANSACTION_T[INVOICE_MUME[INVOICE_DAT CUSTOMER_ID| SUBTOTAL | SALES TAX [ TOTAL COST
(p[00000Z 00000003 3 24383101 19951221 GREODT E753.67 [1] 3893.03
000002 | 00000004 3 24389102 19951221 LOS001 727327 1} 366469
000002 | 0000005 3 24389103 19951221 SUMO01 4318.74 1} 2793.29
000002 | 00000006 3 24339104 19951221 CASHCA 243547 1497.28 13765.74
_|oo000Z | 00000007 3 24389105 19951221 CASHMN 4683.92 1} 2206.05
000002 | 0000008 3 24339106 19951221 CASHPS 1710.72 1} 7239
_|o0000Z | 00000003 4 24389107 19951221 ACEODT 97398 1} 1030.65
000002 | 00000010 4 24883108 19351221 LOS001 48214.65 1} 27910

W4 Fecad i Y]

To delete a column, select a column and press the Delete key. You can aso
add a column by double-clicking on the field name in the SOTH box.

Note I

You can also select which fields you want in your query in the Choose
Columns screen as shown in step 11 on page B-4. Instead of selecting the
entire table, you can click the + box next to the table you want and select the
given fields from the list.

15. Select the following fields:

« BATCH_ID

- ORDER_NUMBER

«  TRANSACTION_TYPE
+  INVOICE_NUMBER

+  INVOICE_DATE

« CUSTOMER_ID

+  SUBTOTAL

.« SALES TAX

«  TOTAL_COST
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16. From the Table menu, choose Add tables. The Add Table dialog box

appears.
Add Tables EHE
=

SOLS

30PL Lloze |
SORD

SORH

SORL

SOSL

SOTE

SOTD

EIL j Options... |
[Himen I j

Witiaman: I j

17. A list of dl the tables appears. Select the SOTD table, and click Close.

Joining Fields

18. Locate BATCH_ID in the SOTD and SOTH tables. Click the BATCH_ID
entry in the SOTH table and hold the left mouse button down.

19. Dragthefield over tothe BATCH_ID field in the SOTD table and release the
mouse button. A line appears between thetwo BATCH_ID fields, joining the

two fields.
20. Follow steps 18 through 19 with the ORDER_NUMBER field.

A message similar to the one shown below may appear. For now, click Yes
to ignore the message and join the fields together.

Microsoft Query \ ]

Columns ORDER_NUMBER and ORDER_MNUMBER that you are about to join are of
different types. Create the join anyway?

Help |

Yes |
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21. Select the following fields from the SOTD table:

« ENTRY_NUMBER
«  UNIT_COST_COMPNT
«  UNIT_PRICE

« ORDERED_QTY

«  SHIPPED_QTY_SELL

« BACKORDERED_QTY.

22. To save the query, select Save from the File menu.

Using the Query in Microsoft Excel
1. Start Excel and open a new worksheet.

2.  From the Data menu, select Pivot Table Report. The Pivot Table Wizard
appears.

PivotT able Wizard - Step 1 of 4 HE

‘Where is the data that you want to analyze?

& icrosoft Excel list or database ;

" External data source
" Multiple consolidation ranges
" Another FivotTable

Cancel | < Back | Mext = I Einish |

3. Step 1 of the wizard lists the options from which you can choose the data
source to usein your Pivot Table. Select External Data Source and click
Next.
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4. When step 2 of the wizard appears, click Get Data.

PivotT able Wizard - Step 2 of 4 HE

‘Where is your external data stored?

Mo data fields have been retrieved,

Cancel | < Back | Mext = |

Finish

The Choose Data Source box from Microsoft Query appears.

Choose Data Source EHE

[ atabazes | Queries I

<Mew Data Source:

dBASE Files [not sharable]

Eucel Files [not sharable]

FouPro Files [not sharable)

M5 Access 97 Databaze [not sharable]
0545 Data

Test Files [not sharable]

2)

¥ Use the Query ‘Wizard to create/edit queries

Cancel
Browse. ..

Optiong...

I

5. Click the Queries tab and select the query you saved in Microsoft Query.

Choose Data Source EHE

Databases Hueries |

dunning

piviot

Open

Cancel

=

¥ Use the Query ‘Wizard to create/edit queries

Browse. ..

Optiong...

I
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The Choose Columns dialog box under Query appears.

Query Wizard - Choose Columns

‘What columnz of data do you want to include in vour quemny?

Avvailable tables and columns: LCalumnz in pour query:

AECUR_ENTRY
RANSACTIONS

BATCH_ID
ORDER_MUMBER

7 |
=

ARBT

TRANSACTION_TYPE
INYICE_NUMEER:
ARCC Ll INVOICE_DATE
ARCO_1 CUSTOMER_ID
ARCO_2 SUBTOTAL
W ARCT 2 = SHLES TAx

Preview of data in selected colum

@I Eresvieriiow < Each I Mext » I

Cancel

6. Click Next. The query columns appear.

7. Click Next to pass by the Filter Data and Sort Order options. The Query

Wizard - Finish dialog box appears.

Query Wizard - Finish

—Wwhat would you like ta do next?

" Wiew data or edit query in Microsoft Query

Save Queny... |

@l <Back [ Fmish |

Cancel |

the Pivot Table Wizard Step 2 of 4 dialog box.

PivoltT able Wizard - Step 2 of 4

(71|
‘“where is your external data stored?
| Mo data fields have been retrieved.
Cancel < Back Mext = Finish

B-10

Select Return Data to Microsoft Excel and click Finish. You are returned to
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9. Click Next. The Pivot Table Wizard - Step 3 of 4 dialog box appears.

PivotT able Wizard - Step 3 of 4 HE
e e e [

=

Construct your PivotTable by dragging
the Field buttons on the right to the
diagram on the left,

BATCH I SUBTOTAI |ORDEREEI
PAGE COLUMN

Le | = ORDER_! SALES_Ti |SHIPPEDJ
TRANSAd TOTAL_CI |BACKORI:I

RO DATA IMYOTCE. ENTR\"_NI
INYOICE | (UMIT_COx

(CUSTOME|| [UNIT_PRI]

Cancel | < Back

Einish |

The selected fields and four areas—Page, Row, Column, and Data—in
which you can put fields appear. Drag and drop the fieldsto use in this report
into the respective areas. (To view the full field name, hold the cursor on the
button, and atool tip appears listing the full field name.)

10. Drag and drop the following fields:
e TRANSACTION_TYPE into PAGE
¢ INVOICE_NUMBER, INVOICE_DATE, and ENTRY_NUM into ROW

e BATCH_ID into COLUMN

* ORDERED_QTY, SHIPPED_QTY_SELL, UNIT_COST_COMPNT and
UNIT_PRICE into DATA.
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The fields appear on the screen. Numeric fields dropped into the Data
section become summary fields.

PivotT able Wizard - Step 3 of 4 EHE
T ]
] i R? Construct your PivotTable by dragging

the Field buttons on the right to the

diagram on the left,

Pk ﬁ A
EATCH_IE SUBTOTAI |ORDEREEI
TRANS A BaTcH_io] coLumn
el g ORDER_! SALES_Ti |SHIPPEDJ
[rvoIcE | -
worce| o ORDERED.G TRANSAd TOTAL_CI |BACKORI:I
5um of SHIPPED_QT

EnTRY 1
o

T Surm of UMIT_COST | LLOIEE uENTR\"_N
=5um of UNIT_PRICE IMYOICE [} {UMIT _COx

(CUSTOME|| [UNIT_PRI]

Cancel | < Back

Einish |

11. Click Next. The Pivot Table Wizard - Step 4 of 4 dialog box appears. This
final step letsyou create the pivot table either in a new worksheet or in the
existing worksheet. Accept the given options and click Finish.

PivotT able Wizard - Step 4 of 4 HE

‘Where do ywou want o put the PivotTable?
' New workshest
& Existing worksheet
x

Click Finish to create your PivotTable,

Cancel Options. .. < Back Mext = | Einish I
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The pivot table appears.

EE"E Edit VYiew Insert Format Tools Data Window Help

T

DEHEESRY bR T|w-

CNC AT TR R ]
|

Ready

1 o o v ] o

el 10 = |® 5% , w3 -H-A -
a3 =1 =] .

i TRAﬁSAC} 0 . ;} < . £ evctTatle - | [ €
2 e BE
3 BATCH D - OEE
4 INYOICE_[INWOICE_[ENTRY_N[Data 000002 Grand Total

| 5 (24889101 | 12/21/95|001 Sum of ORDERED_QTY 1 [}

|6 | Sum of SHIPPED_OTY_SELL 4 1

17 ] Sum of UNIT_COST_COMPNT M3ER 343565

|8 | Sum of UNIT_PRICE 475686| 475686

ER 002 Sum of ORDERED_QTY 1 1

|10 Sum of SHIPPED_OTY_SELL 1 1

[11] Sum of UNIT_COST_COMPNT 907 53 507 53

|12 Sum of UNIT_PRICE 1317.384| 1317384

[13] 003 Sum of ORDERED_QTY 7 7

|14 Surm of SHIPPED_OTY_SELL 7 7

|15 Sum of UNIT_COST_COMPNT 22 20

|16 Surm of UNIT_PRICE 207995 207995

[17] 004 Sum of ORDERED_QTY 5 5

|18 Surm of SHIPPED_OTY_SELL 5 5

19 Sum of UNIT_COST_COMPHT 226,99 22699

|20 Sum of UNIT_PRICE 526131 526131

[21] 005 Sum of ORDERED_QTY 2 2

22| Sum of SHIPPED_QTY_SELL 2 2

) uranf LINIT COST COkAPRT 1R1 14 1R1 14

M 4w [pi[Sheet1 { shestz § shest3 / c] <1|

wf

Highlight rows and columns to shift them around. To view only invoices, change
the Transaction Type value from All to 3. Change it to 4 and credit memos
appear. Totals per type are also listed.
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Adding a Calculated Field

You can also add new fields, like profit, to the data area. To add profit to the data

areg, follow these steps:

1

Highlight the last row in your data area, Sum of UNIT_PRICE, right-click,

and select Insert from the menu that appears. The Insert Calculated Field

dialog box appears.

Insert Calculated Field

Mame: IProFit Dollars

=l s |

Formula: |= (SHIPPED _QTY_SELL* UNIT_PRICE}-( SHIPFED_QT Delete |

Fields:

BATCH_ID
CORDER_MUMEER.
TRAMSACTION_TYPE
IMNWOICE_MUMBER.
INVOICE_DATE
CUSTOMER_ID
SUETOTAL
SALES_TAX

Insert: Field |

Close

*  Enter Profit Dollars in the Name field.

Enter the following information about the inserted field:

*  Enter the following (on oneline) in the Formula field:

=(SHIPPED_QTY_SELL* UNIT_PRICE) - ( SHIPPED_QTY_SELL*
UNIT_COST_COMPNT)

See theillustration above for an example of the completed cal culated

field.

B-14

Click Add, then click OK.
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The pivot table appears with the Sum of Profit Dollars field.

X Microsoft Excel - Book1
@ File Edit Yiew Insert Format Tools Data Window Help = ﬂliﬂ
NS HESRY (BRI > -~ 8@ EAH e -0
Al w0 +|B 7 U / 8 5% | -dA -
FivatTable v @%Ml » =2 5|!‘|
[=1 - =]
A | B [ € D | E F G H 1 ZI‘
1 [TRANSACH o /
2
3 I BATCH D J
4 INVOICE |INWOICE _|ENTRY _NIData o000z Grand Total
| & 24883107 | 12/21/95|001 Surn of ORDERED_&r 3 3
| B | Sum of SHIPPED_QTH _SELL 3 3
| 7 Surn of UNIT_COST_LOMPNT 34355 34355
| 8 Sum of UNIT_PRICE 324.6548 324.6548
|9 | Surn of Profit Dollar! -56.6556 -56.6556
[ 10 12/21/95 Surn of ORDERED_QTY 3 3
[ 11 12/21/95 Sum of SHIPPED_QTY_SELL 3 3
[ 12 12/21/95 Surn of UNIT_COST_COMPNT 343.55 343.55
[ 13 12/21/95 Sum of UNIT_PRICE J24.6548| 324.6548
14 12/21/95 Surn of Profit Daollars -5b.6856 -56.6856
15 24889107 Sum of ORDERED_QTY 3 3
16 24889107 Sum of SHIPPED_QTY_SELL 3 3
17 124889107 Sum of UNIT_COST_COMPNT 34355 34355
18 24882107 Sum of UNIT_PRICE 324.6548 324.6548
19 24889107 Sum of Profit Dollars -5 BE5E -66.6656
| 20124882108 | 12721/95|001 Sum of ORDERED_QTY 2 2
[ 21 Surn of SHIPPED_QTY_SELL 2 2 -
144> (W] Sheet1 {Sheetz 7 Shests / |4] | LUJ
Ready ] o ] o ]

For more information about pivot tables, see the Microsoft Excel documentation

or online help.
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Microsoft Query C

For information about using Microsoft Query 97 and higher with the ODBC kit,
see Appendixes B and D. If you require more information about Microsoft
Query, consult the Microsoft Query User’s Guide or Online Help.

Before you use the ODBC Kit with Microsoft Query, complete these tasks:
e Instal and set up the ODBC Kit.

e Instal and set up the BASIS ODBC drivers.
e Install Microsoft Query.
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This appendix walks you through creating a dunning letter using the ODBC Kit,
Microsoft Query 97 and higher, and Microsoft Word 97 and higher. If you require
more information about Microsoft Word, consult the Microsoft Word User’s
Guide or Online Help.

Please note that the appendix uses Microsoft Word 97 in the example
illustrations. If you are using a more recent version of Word, the commands and
interface may differ dightly.

Before you create this form letter, complete these tasks:

e Instal and set up the ODBC Kit.
e Instal and set up the BASIS ODBC drivers.
e Install Microsoft Query and Microsoft Word.

Note I

This appendix includes instructions for using Microsoft Query with
Microsoft Word. If necessary, you can install Microsoft Query from the
Microsoft Office media. You may also need to create a shortcut to Query
manually.
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Creating a Form Letter

D-2

To create aform letter, create aquery for the form letter, and merge the | etter and
query, follow these steps:

1. Start Microsoft Word and select Mail Merge from the Tools menu. The Mail

Merge Helper dialog box appears.

Mail Merge Helper EHE

Use this checklist to set up a mail merge. Begin by choosing the Create
buttan,

=
1 IMain document

Creake ™

R
2 Data source
LE=n (= |

3
Merge the data with the document

Merge. .. |
Cancel |
Select Create.

Select Form Letter from the Create options. A Microsoft Word message box
appears.

Microsoft Word [ %]

To create the form letters, vou can use the active document window Document1 or &
new document window,

| Active Window | Mew Main Document |

Select Active Window. You are returned to the Mail Merge Helper dialog
box. The Edit button appears. Use it to edit or enter text in the document.
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5. Select Get Data to connect to the OSAS data. If you have defined a query,
select Open Data Source and select the query in the dialog box that appears.
If you have not defined a query, select Create Data Source. The Choose
Data Source screen appears.

Choose Data Source EHE
Db o
<Mew Data Sources
dBASE Files [nat sharable] _lcance'
Eucel Files [not sharable]

FoxPra Files [nat sharable) Browse... |
M5 Access 97 Databaze [not sharable]
0545 DOptions... |

Test Files [not sharable]

@l V' Use the Query Wizard to create/edit queries

6. Select <New Data Source> and click OK. The Create New Data Source
screen appears.

Create Hew Data Source HE

‘what name do you want to give your data source?
1. [0545 Data

Select a driver for the type of databage you want to access:
2 [BASIS ODBC Driver 32-BIT I

Click Connect and enter any information requested by the driver:

3. Connect.. |

Select & default table e poun data saurce [optional);

4 | [

I | Save my usen B arnd passynrd i e data source. definition

@I ] I Cancel

7. Enter aname you want to give the data source in box 1. You can use the
same source again.

8. Select the BASIS ODBC Driver in box 2.
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9. Click Connect. The BASIS ODBC Driver Data Source Setup box appears.

BASIS ODBC Driver Data Source Setup [ %]
Enter Data Source Specification:
Ok
[rata Source Mame: I —I
Description: I Cancel |
[ratabasze Configuration Help |
Lc:\usp«s\pngD\conrig.tpm p— >>|

10. Enter the file path and name of the CONFIGTPM file you set up using the
Edit CONFIG.TPM function in the Database Configuration field, or click
Browse to navigate to the file.

If you have aready built the shadow dictionary, click the Advanced button,
and select the No Shadow Dictionary Consistency Check and Fast
Connect check boxes to improve performance. See the online help for
additional information about advanced options.

Note I

If you are using OSASCS and you use the data server to access your data,
enter your login name in the Network User ID field.

11. Click OK to connect to the data source. You are returned to the Create New
Data Source screen.

12. Select atableinbox 4 if you want to select a default table source. Otherwise,
leave it blank and select any table when you devel op the query.

If you select atable, the list always starts at that table; otherwise the list
starts at the first table.
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13. When the Choose Data Source box appears, select the data source you set up
in the previous steps and click OK.

Optiong...

Choose Data Source EHE
[atabases | Queriesl
<Mew Data Sources
dBASE Files [nat sharable] _lcance'
Eucel Files [not sharable]

FoxPra Files [nat sharable) Browse... |
M5 Access 97 Databaze [not sharable]
0545 |

Test Files [not sharable]

@l V' Use the Query Wizard to create/edit queries

14. When the Choose Columns screen appears, select the tables you want to use
in your Word form letter. For this example, select ARCU.

Query Wizard - Choose Columns EHE

‘what columns of data do you want to include in pour queny?

Available tables and columns: LColumnz in your guery:

EPCD_1 m =
APCD_2 < -
APCD_DIST_CODE |

APCD_TERMS_CODE

APCH

1 APCH 1 =l

Preview of data in selected columr:

@I EreviewNowl < Back | [ [ | Cancel I

15. Select the following fields and click Next.

« CUSTOMER_ID

«  CUSTOMER NAME
- ADDRESS LINE 1
- ADDRESS LINE 2
- ADDRESS LINE 3
. CTY

. STATE
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ZIP_CODE
ATTENTION
BALANCE_31 60
BALANCE_61 90
BALANCE 91_120

« UNAPPLIED_CREDIT

16. TheFilter Databox appears. Use the Filter Data dialog box to select specific
records from the table.

Query Wizard - Filter Data EHE
Filter the data to specify which rows to include in your query.
If you don't want to filker the data, click Mext.
LColumn ta filker: Only include rows where:
BALAMCE_31_B0
Iis greater than j ID j
CoAnd  CoOr
L i
L i
@l < Back I Mext » I Cancel |

Select the BALANCE_31_60 field, select is greater than, and select 0. This
query will return only those customers whose BALANCE_31 60 field is
greater than 0.

17. Click Next.
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18. When the Sort Order box appears, select ZIP_CODE in the Sort by field, and
select Ascending asthe sort order. Select CUSTOMER_NAME in the first
Then by field, and select Ascending as the sort order..

Query Wizard - Sort Order EHE

Specify how you want your data sorted.
If you don't want to sort the data, click Mext.

Sort by o
= B + Azcending
ZIF..CODE = " Descending
Then by o
- + Azcending
[COSTOMER_NAME ' ¢ Desoanding
Then by
I j ) Essending
) Dessending |
@I < Back I Mext » I Cancel |

Theresults of the query will sort first by the customer’s zip code and then by
the customer’s name.

19. Click Next. The Query Wizard - Finish dialog box appears. Select View data
or edit query in Microsoft Query, and click Finish
Query Wizard - Finish EHE

—what would pou like to do next?

" Return Data to Microsoft ‘word Save Query... |

& Wigw data or edit query in Microsoft Quen

@I < Back I Finizh I Cancel
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20.

21.

22,

23.

24.

D-8

You are returned to Microsoft Query.

=y Pastdue.dqy

ARCU

. 5
ACCOUNT_TYPE
ADDRESS_LINE_1
ADDRESS_LINE_2
ADDRESS_LINE_3
ALLOW_PART_SHIP =

T T
Criteria Field: [BALANCE 31 B0+BALANCE 61 30+BALANCE 31 120+BALANCE OWER 120+UNAPPLIED CREDIT [®]
Yalue: [>0
or
Ll
CUSTOMER | CUSTOMER NAME | ADDRESS LINE 1| ADDRESS LIME 2| ADDRESS_LINE 3 ATTENTION CITY
ACEOM ACE BUILDERS 1588 5E 315T STREET ACCOUNTS PAYABLE  PADUCAH
CASHCA CASH SALES-DAKLANI
B [ CASHMD CASH SALES-BALTIMO
CASHMN CASH SAIFSMIMNFAF

Enter the following in the Criteria Field:

BALANCE_31_60+BALANCE_61_90+BALANCE_91 120+BALANCE_
OVER_120+UNAPPLIED_CREDIT

Select the entry in the Criteria Field and copy it to the clipboard (Ctrl+C).

Select Add Column from the Records menu. The Add Column dialog box
appears.

Add Column HE
Field:
IE Add
|BALANEE_3‘I_BD+BALANEE_B1_SD+ j
Column heading: Lloze
|PAST_DUE
Total:

Paste the contents you copied to the clipboard into the Field list box. Enter
PAST_DUE in the Column heading text box. Click Add, then click Close.

You are returned to Microsoft Query. The PAST_DUE column is added to
the query.

Select Save from the File menu to save the query.
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25. Select Return Data to Microsoft Word from the File menu. You are returned
to Microsoft Word. If you have no merge fields defined in the document, a
Microsoft Word message box appears.

Microsoft Word [ %]

‘Word Found no merge fields in your main document, Choose the Edit Main Document
button to insert merge fields inka your main document.

26. Click Edit Main Document. The Mail Merge Helper dialog box closes and
you are returned to the document.

W Microsoft Word - Documentl [_[Ofx
¥ File Edit Wiew Insert Format Tools Table Window Help -l x]
Mormal = Arial 0o~ B U | ” Fixgt
Insert Merge Field = | Insert Word Figld « | .7 | 14 o | 1

This is a test Mail Merge Docurment ﬂ
-
3
o
¥
ElzlEEER »
| Page 1 Sec 1 11 [ A 1 ln 1 ol 36 i=e| e Ean =) ] T 2

27. Click theInsert Merge Field button to insert the fields (such as
CUSTOMER_NAME) from the query into the form letter. Click the Insert
Word Field button to insert Word fields (such as the current date) into the
form letter. When you are finished with the | etter, select Mail Merge from the
Tools menu.
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28. When the Mail Merge Helper dialog box appears, click Merge to create the
form letter.

Mail Merge Helper HE

The main document and data source are ready to merge. Choose the Merge
button ko complete the merge.

=
1 Main document

Create ™ Edit ~

Merge bype: Form Letters
Main document: ¥:YJGVOD522\Dunning. doc

2 Data source

Get Data ™ Edit ~

Data:

3
= Merge the data with the document

Query Opkions. .. |

Options in effect:
Suppress Blank Lines in Addresses
Query Options have been set

Merge ko new document
Close |

29. When the Merge dialog box appears, select the merge options: New
document, Printer, or Electronic mail. Click Check Errors if you want to
proof the interaction between Microsoft Word and the query. Otherwise,
click Merge to produce the letters.

Merge HE
New document Setup...
E a | Cancel |
New document il
| Check Errars...
Electronic mail To: I ;I

Query Opkions.,.. |

~When merging recard:
£ Don't print blank lines when data Fields are empty.
€= Print blank lines when data fields are empty.

Query options have been set
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30. If you clicked Check Errors, the Checking and Reporting Errors dialog box
appears.

Checking and Reporting Errors EHE

" Simulate the merge and report errors in a new document.
& {Complete the merge, palsing to report each error as it occurs, |
" Complete the merge without pausing, Report errors in a new document,

Ok I Cancel |

31. Select the option you want to use during the merge and click OK.

32. You arereturned to Microsoft Word.

W Microsoft Word - Builder.doc M= E3
@Eﬂe Edit Wiew Insert Format Tools Table Window Help _|ﬁ||5|
B I U|=

Normal ~ Helvetica 6 =

[
[11
e
i

“ Fix#t

Builder's Supply
7626 Golden Trangle Drive
Eden Prairie, M 553443732

Llvl

AP

TEWMESSEE SHELTERS, INC.
1001 COUNTRY ROAD
HNASHVILLE TH 54327-4383

3 Mowvember, 1997

Diear AF,

Onr records indicate that a balance of 49288 20 is outstanding and past due on your account. Please remit
this amount immediately, or call our offices at (612)355-0011 to make other arrangements at your eatliest
convenience.

If you have already sent payment, please accept our apologies for this letter.

Sincerely,

Carol Iohhison
Account Collection Dept.

Builders’ Supply, Inc,

I:IEIHEIY =4 3
[Page 1 sect a4 [ac 1" In1l Coll =E]| el =) el ) e Z

Note I

The form letter does not format decimal numbers that end in O correctly. For
example, $49288.20 is produced as $49288.2.

“| O |q
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Sample Word Form Letter

Builder’s Supply
7626 Golden Triangle Drive
Eden Prairie, MN 55344-3732

{MERGEFIELD ATTENTION}

{MERGEFIELD CUSTOMER NAME}

{MERGEFIELD ADDRESS LINE 1}

{MERGEFIELD ADDRESS LINE 2}

{MERGEFIELD ADDRESS LINE 3}

{MERGEFIELD CITY}{MERGEFIELD STATE}{MERGEFIELD ZIP CODE}
{time\@ “D mmm, yyyy”}

Dear {MERGEFIELD ATTENTION},

Our records indicate that a balance of ${MERGEFIELD PAST DUE} is outstanding and past due on
your account. Please remit this amount immediately, or call our offices at (612) 555-0011 to
make other arrangements at your earliest convenience.

If you have already sent payment, please accept our apologies for this letter.

Sincerely,
Carol Johnson
Account Collection Dept.

Builders’ Supply, Inc.

CRJ/fsd
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This appendix walks you through creating a ssmple report using the ODBC Kit
and Crystal Reports for Windows. If you require more information about Crystal
Reports, consult the Crystal Reports User’s Guide or Online Help.

Before you create this report, compl ete these tasks:

e Instal and set up the ODBC Kit.

e Instal and set up the BASIS ODBC drivers.

« Install Seagate Crystal Reports for Windows.

The following Crystal Reports examples are included:

* ARLABEL.RPT—Customer Labels

e CRYSTAL.DOC—Instructions for setting up the customer list in Crystal
Reports

¢ ARCUST1.RPT— Customer List

e ARCUST2.RPT—Customer List with Graph

BRRECON.RPT—Bank Reconciliation Reconciliation Report

You can find additional information about using ODBC with Crystal Reports on
the Open Systems Web page on the Internet at http:\\www.osas.com.
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Crystal Reports Customer List

To create a customer list using Crystal Reports for Windows, follow these steps:

1. Start Crystal Reportsand select New from the File menu. The Report Gallery

screen appears.
Report Gallery [ %]
— Choose an Expert: O
HEEE |
Standard Farm Letter Crozz-Tab Another Report

= = —|
= ES Help |
Subreport Mail Label TopM Lvill Dowvan Custam 533 |

2. Click the Standard report format. The Create Report Expert screen appears.

Create Report Expert [ %]
1 |Fields ISort ITotaI ITopN IGraph ISeIect ISt_l,lIe I
Step: Chooge data to report on. You can chooge multiple tables and add indexes.
5] Data File
EEE| Query
SQL/ODBC
Dictionary -]
Luery Tip... | Dictionary Tip... | Welete | Ldd ndes.. |
<< Bach | el Cancel | Eresier Fepart | Ereview Sample |

E-2 ODBC Kit User’s Manual



Crystal Reports

3. Select SQL/ODBC as your source on the Data tab. The Log On Server
dialog box appears.

Log On Server

— Server Type:

ODBC -
ODBC -
ODBC -
ODBC -
ODBC -
ODBC -

CRSYE

dBASE Files

Excel Files

FoxPra Files

M5 Access 97 Database

CRSS B

ODBC -

0545 Data

ODBC

- Text Filez :LI

]
Cancel |
| Help |

[ratabaze File ... |

4. Select the data source you set up for OSAS ODBC data under the Windows
ODBC Administrator. The Choose SQL Table dialog box appears.

Choose S5QL Table [ %]
—SOL Tables: S0L Databases:
| d (0545 Data)
| ARDE
=
ARHD Done
ARHI _l
ARHI 1 i
[l I | _>|_I A | | Help |
— Server Info:
Server Type: ODBC - O5AS Data Log On Server ... |
Server Mame: 0545 Data
D atabase: 0545 Data Database File .. |
Uszer ID:

5. Select the ARCU file, click Add, and then click Done. You are returned to

the Create Report Expert screen.
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6. Click theFields tab or click Next. The Fields tab appears.

Data F |Sort ITotaI ITopN IGraph ISe\ecl ISter I

Step: Select fields to include in repart. Y'ou can iearder them and change headings.

Database Fields: Report Fields: EE‘
ARCU.CUSTOMER_ID -

:’ Add > | ARCU.CUSTOMER_NAME

ARCU.CUSTOMER_MaM ARCU.ADDRESS_LIME_1
ARCUADDRESS_LINE_® All > | ARCUADDRESS_LINE_2
ARCUADDRESS_LINE_: ARCUADDRESS_LINE_3

ARCU.ADDRESS_LINE_Y ARCULCITY

ARCUCITY <-F’em0ve| ARCU.STATE

ARCU.STATE = o ARCU.COUNTRY_CODE
ARCH COLIKTESY CANE, <A ARCHLATTERITIOR

Browse Data... | Eormula..l Column Heading: |EUSTDMEH_|D

<< ﬂackl Nest »» | Cancel | Preview Repart | Preview Sample

7. Select the following fields for the report:

« CUSTOMER_ID
« CUSTOMER NAME
. ADDRESS LINE 1
. ADDRESS LINE 2
. ADDRESS LINE 3
. CITY

. STATE

«  COUNTRY_CODE

« ATTENTION
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8. Click the Sort tab or click Next. The Sort tab appears.

Data |F\elds Tatal |T0pN |Graph |Se\ecl |St_l,l|e |

Step: Choose fields to sort and group by, such as Country and then State.
“You can also define custom groups, such as Western Region.

Report Figlds: Group Fields: [2[#]

Report Fields: - ARCU.CUSTOMER_ID
ARCU.CUSTOMER_|ID ﬂ Add - |

ABC ARMEEGE | IME_ILI < Remove |
N S| »

I I FI|
Order: Iin azcending order, 'I
Browse Data... | Group/Tatal Tip... |
<¢ Back | Nest »» I Cancel | Preview Repart | Preview Sample

9. Select CUSTOMER_ID to sort the report by.

10. Click the Style tab. The Style tab appears.

Data |F\elds |Sort |T0tal |T0pN |Graph |Se|ec:t Style I

Step: Give areport title and chooze a style, such as fonts, tables, and pictures.

Title: ICustomer Detall List

Add picture,

g — such az
Trailing Break ===== company logo:
Table Ee===
Drap Table —_———==
Executive, Leading Break — -
Executive, Trailing Break =EEE=EE=E=
Shading — ——

Red/Blue Border =
Maroon/Teal Box —_——=== Preview Tip...
< | | Distribute Tip..

<« Back | = | Cancel | Freview Repart I Preview §ample|

11. Enter Customer Detail List for the title.
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12. Select Sandard for the report style.

13. Select Preview Report. Thereport appears.

%3 Fle Edit View Insett Fomsl Database Repot Window Help =18
N E R EEOEEE R R ]
= 1| ] 5] EIEE] Ele] 2] =]

Desin | Preview | Todyy 1151 [X[[4] 1ot []H[=]
- || Customer Detail List
117397
CUSTO CUSTOMER NA ADDRESS LINE ADDRESS LINE ADDRESS LINE CITY STA1 COUNTF ATTENTION
. ACED0l  ACEBUILDERS 1588 SE315T STREE PADUCAH KY US ACCOUNTS PAY
- CASHCE CASHSALFES-OAKL us
- CASHMI CASHSATES-BALT us
CASHMD CASH SALES-MINN us
_ CASHPS CASHSATES-DALL us
CASHTX CASHSALES-DALIL us
- DALO0l  DALLAS-FT WORT. 102537TH AVE SE DALLAS T us AP
(" GREOOL  GREATERNEW VO 1001 AVE OF THE & NEWYCORK NY TS MARTYD
N KANO0L KAMSAS CITY GEQ 2352 WEST 53FD AT KANSASCI MO US BLAIRF
LOs001  LOS ANGELES CON 93042 VENTURA BC ENCING Ch us ACCOUNTS PAY
- SUNO0L  SUNSHINE HOWES, 1000 OCEAN BOUL TMAIAIT FL us RANDY SULIVA]
- TEN00!  TENNESSEE SHELT 1001 COUNTEY RO NASHVILLE TH us AP
. visool VISh 2347 WEST VIRGIN] SUITE 1025 DOVER OE us REPAYMENT FR
-
+
.
: =
For Help, press F1 [ [Recards: 12 [ 100%

The example report included with the OSAS ODBC package resembles the AR
Customer Detail List. You can move the fields by dragging and dropping them.
(Column titles on the sample report have been deleted.)

To insert text fields on the report, follow these steps:

1. Select Text Object from the Insert menu to add text fields.

2. Movethe cursor to where you want to add text to the report.

3. Typeinthetext.
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These are commonly asked questions about the ODBC Kit.

It takes a long time to build the shadow dictionary, and it does it every time |
connect to the ODBC Driver.

If you do not select the Fast Connect and No Shadow Dictionary Consistency
Check check box optionsin the Advanced Settings on the ODBC data source,
the shadow dictionary will be rebuilt every time you start an ODBC connection.
Changing these option settings will speed up data connections and prevent the
ODBC driver from rebuilding the shadow dictionaries when you start the driver.

| get a message that the user count is exceeded.
Wait afew seconds for memory to cache out the last activation of the ODBC

Driver. The message usually appearsif you try to access a second data source
soon after you finished using the same connection with a different source.

What is DDBUILDER?
DDBUILDER isthe BASIS tool used to create the data dictionary. You can use

the DDBUILDER or the OSAS functions on the Dictionary Tools menu to create
the data dictionaries needed to work with ODBC.
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If your computer cannot be connected to the Internet, BASIS supplies you with
other methods of receiving the license registration information. In step 15 of the
installation process (see page 2-11), you are presented with several alternative
choices. Follow the instructions below to register your license using one of these

aternatives:

E-mail page G-2
Telephone page G-5
Fax page G-11
Other page G-18
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E-mail

Note I

To receive the license information via e-mail, you first need an e-mail
account.

1. Inthe Registration Method box, select the Email To option.

License Registration and Delivery Methods : x|
— Registration Method r— Licensze Delivery Method

How do you want to gend your license information to How do you want BASIS to deliver your permanent

BASIS? license?

7 wieh Browssr 7 ek Browser

* Email Ta: Ilicense@basis_com & Email Address: Iitraschell@acme.com

" Telephone 7 Faw Number: I

" Fax Cauritry: I vl
Include your area or country code in the fax number

7 Other 5 b

< Back I Mext » I Cancel | Help |

2. Select the Email Address option and enter the e-mail address at which you
want to receive the license file information.

3. Click Next.

G-2 ODBC Kit User’s Manual



Registration and Delivery

4. TheLicense Information Confirmation screen appears. Confirm the
information listed and, if it is correct, click OK. If thereis an error, click
Cancel and reenter the information.

License Information Confirmation x|

Please verify that all infarmation below is correct. |f any of
the following is incomect, please click Cancel to make the
necessary changes.

MOTE: Any incarect information will result in a failure to
process your license registration.

Fax Number: [952-403.6701
Ernail Address: I|trasche\|@acme.cnm
Serial Mumber: IUSHU27390

Autharization Mumber: |123455?SBD

Cancel

5. The Success box appears when the e-mail has been sent to BASIS. Click OK
to continue.

.
_‘l/‘ License registration successfully sent via MAPL mail.

6. If youwant toinstall another license, click Yes. The License and
Registration box (see step one) appears. If not, click No and the Registration
Notification screen (see step seven) appears.

Register Another
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7. Follow theinstructions on the screen and click Next.

ﬂ Registration Motification x|

If receiving the permanent license file by:

‘WEB BROWSER
Follows the directions sent to pou in the Web browser,

EMAIL

BEASIS Rietrieve your email and follaw the directions in the message.

Fi

Fax the printed copy and wait for & fax to be returned from the BASIS automatic
fax responder and follow the instructions in the fax.

< Back Cancel | Heln |

8. If you have not installed the license, click Next. The installation process
begins with the Install A BASIS License screen shown on page 2-13. If you
do not want to install the license, click Cancel and the Attention screen
(below) appears and the installation process ends.

ATTENTION! <]

@ The BASIS License must be installed on this machine or a BASIS License Manager before it can be used.
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Telephone

1. Inthe Registration Method box, select the Telephone option.

License Registration and Delivery Methods x|
— Registration Method r— Licensze Delivery Method
How do you want to gend your license information to How do you want BASIS to deliver your permanent
BASIS? license?
7 wieh Browssr 7 ek Browser

 Email To: Ilicense@basis.com = Email Address; I
&+ Telephone % Fax Mumber: |952.403.5m1

 Fax Country:

Include your area or country code in the fax number
" Other 5 b

< Back I Mext » I Cancel | Help |

2. Select the Fax Number option and enter the fax number at which you want
to receive the license file information. In the Country list box, select the
appropriate country and click Next.
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3. The Telephone License Request screen appears. Confirm the information
listed, and if it is correct, click OK. If the information is incorrect, click
Cancel and reenter the information.

Telephone License Requeskt

‘r'ou have selected ta register your product uzsing the BASIS Telephone License
Fequest System.

Inside the United States: 1 505 338 4171
Outside the United States:  +1 505 338 4171

To receive your license, please call the appropriate phone number above and be
prepared to enter the following information:

Serial Mumber:  0SHO27830
Autharization Mumber: 1234567850
Telephone Registration [D: 0507485837439

“rour fax number:  952-403-5701

If your Faxed licenze haz not arived within 5 minutes, please ty again or contact
BASIS Technical support at [505]345-5021 for assistance.

Frint I Cloze |

4. When the Print dialog box appears, select the printer to use and click OK to
print the information you need to give to BASIS for your license.

Below is an example of the document that prints:

EPHONE LICENSE REQUEST

Ingide the United States: 1 508 333
Outside the United States: +1 5085 338 41

your license, please call the appropriate phone
re and be prepared to enter the following information:

QSHO2TASO
123456 TR0

S0TABSEI*T43+0
352-403-57(

Serial HNumk

huthoriza
Telaphone Registration ID:
Your Fax number:

within 5 minutes, please
ippart at (505)345-5021
iving your permansnt
at tha

If your Faxed licenss has not arrive
again or cont BASIS Technical
agsistance. there iz a delay
yvou may install the temporary license located
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5. To complete the installation of your driver, call the phone number on the
printout. Follow the voice recording’s instructions to specify theinformation
on the printout, and follow the instructions to register your license.

Once you receive the information, follow these instruction:

1.  Onyour Windows desktop, click Start, point to Programs, then to BASIS
ODBC Driver 3.01, and then click Install a BASIS License. The Install A
BASIS License screen appears. Click Next.

Install A BASIS License

The BASIS License Installation ‘wizard will now install pour registered BASIS
Licerse

“f'ou must have registered for a BASIS License or previously obtained a demo or
temporary license in order to continue instaling a BASIS License.

Select one of the following:

& {mstall a single-user BASTS DDBC Driver license on this machine.!

INTERNATIONAL

" Configure this application to use the BASIS License Manager.

TIBASIS

" Configure this application to use a BASIS PRO/S Data Server License.

< Back I HMext > I Cancel Help
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2. Select the Enter License Information option and enter the information
received from BASIS into the appropriate fields. Click Next.

BASIS License Installation

" Locate License File

Tppe the location and name of the licenze file. Or zearch for the file by clicking Browsze,

Browse... |

License File:

Q

Enter License Information

Feature; IW Encryption Code: IW
Lizense Rew: IE)S— Host 1D W
E xpiration: lpermT Checlsun: 160

Nurnber of Users: IW Serial Mumber: IW

< Back I Mest > I Cancel | Help |

3. If you use OSASCS for Windows or UNIX/Linux, enter the name of the
server that is running the Data Server. If you are using standard OSAS or
OSAS®S for Novell, leave the field blank. In either case, click Next.

BAS5IS Data Server Connection

r a
| 1 4 If you are planning to connect to a BASIS Data Server, you must specify the name of
=z the server where the BASIS License M anager is running that contains the available
H a licenses for the BASIS Data Server.
T4
< If you are unsure of the name of this server, please contact pour
- aystern administrator for assistance.
fis
w IF you will not be using a BASIS Data Server, leave the edit box emphy
= and click Mext,
=z
B File_servar

ol

< Back I Mext > I Cancel el
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4. Click Finish.

Installation Complete x|

Installation of your BASIS product license is complete. r'ou may now use your new
BASIS product!

If you are accessing a BASIS License Manager, please make sure it iz started
befare attempting to use your BASIS product,

i

Thank yau for chooging BASIS!

< Back

Cancel | Help |

5. If you do not want to view the readme.txt file, clear the check box.
Otherwise, click Finish.

Setup Complete

Setup has finished. Some files could not be updated because
they are curmently in use by other programs on the system. These
files will be updated after pou reboot your system. 1t iz strongly
recommended that you read the accompanying readme. bt file.

I MTERMATI|ONAL

Uze the check box ta view the readme.tat file. After viewing
the readme file, you will be prompted ta reboat vour system.
Thank you for choosing BASIS!

ZIBASIS

< Back I Finizh I
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6. The Setup Complete screen appears. If you do not want to restart your
computer, select the No option. If you do want to restart your computer now,
first be certain that all other programs are closed. Then click Finish to
activate your ODBC driver.

Setup Complete

Setup has finished copying files to pour computer.

Biefore you can use the program, you must restart Windows or
your computer.

& ez, | want to restart ry computer now.

= No, | will restart my cormputer later.

I MTERMATI|ONAL

Femaove any disks fram their drives, and then click Finish to
complete setup.

TBASIS

< Back I Finizh I

7. Beforeyou use the ODBC driver you must:
« Instal the ODBC Kit from your OSAS media.
»  Create the config.tmp file (see page 3-3).

8. Once you complete these two steps, you can follow the Installing ODBC
Driversinstructions page 2-19.
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Fax

1. Inthe Registration Methods box, select the Fax option.

License Registration and Delivery Methods ﬂ
— Registration Method r— Licensze Delivery Method
How do you want to gend your license information to How do you want BASIS to deliver your permanent
BASIS? license?
7 wieh Browssr 7 ek Browser
‘0 (Bl T llic:ense@m 7 Email Address: I
" Telephone % Fax Mumber: |952.403.5m1
& Fax Country: lm
 Other Include vour area or country code in the fax number

< Back I Mext » I Cancel | Help |

2. Select the Fax Number option and enter the fax number at which you want
to receive the license file information. In the Country list box, select the
appropriate country and click Next.
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G-12

3. The License Information Confirmation screen appears. Confirm the
information listed, and if it is correct, click OK. If theinformation is
incorrect, click Cancel and reenter the information.

License Information Confirmatio

Please verfy that all information below is corect. |f any of
the following is inconect, please click Cancel to make the
necessary changes.

MNOTE: Any incomect information will result in a failure to
process your license registration.

Far Number: |952.4na.57m
Email &ddress: Iitraschell@acme =]
Serial Nurmber: |05Ho27a30

Authorization Number: |1 234567830

cocn_|

4. Inthe Emergency Contact Information screen, enter a contact name and
phone number in case your fax cannot be sent. Click OK.

Emergency Contact Information [ %]

Fleaze enter a name and phone number to expedite the
delivery of a permanent licenze file in the unlikely event
that problems are encountered during the license
registration process.

Mame: IJacequeIine Treichel

Phone: |612-403577¢]
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5. The Print screen appears (below is an example). Click OK to print the
information you need to fax to BASIS for your license.

— Prirter

Mame:

Froperties |

Status: Default printer; Ready
Type: HF Lazerlet 45i
‘Where:  \\Dom_bobhdocu-hpdsi

Comment; ™ Frint ta file

— Print range Copie:

Lo Mumber of copies: |1 3:
) Fages [rom:IU LU:ID
) Selestion Ijl

()8 I Cancel

# Please fax this license form to BASIS
# International Ltd. at +1 505 338 4178
# to receive your permanent license file.

Company:

Last Name:

First Name: Lisa Johnson

Phone Number: 952-403-5700

Fax Number: 952-496-2495

Email Address: lisa@builders_supply.com
Host Name: lisa

Host ID: 00E09805B732

Serial Number: OSHO00001

License Auth Num: 1234567890

License Delivery: fax EN

Binary Fax Number:
001001000101000010000100001001000110
000010000100001001000101

Binary Host ID:
000000000000001110000000001001001000
000000000101001011000111000011000010
Binary Serial Number
011000011100010001000000000000000000
000000000000000001

Binary License Auth Num
000001000010000011000100000101000110
000111001000001001000000

6. Tocompletethe installation of your driver, call the phone number on the
printout. Follow the instructions on the voice recording to specify the
information on the printout and to register your license.
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Once you receive the information, follow these instruction:

1. Onyour Windows desktop, click Start, point to Programs, then to BASIS
ODBC Driver 3.01, then select Install a BASIS License.

2. Thelnstall A BASIS License screen appears. Click Next.

Install A BASIS License

The BASIS Licenze Inztallation ‘wizard will naw install your registered BASIS
License.

‘r'ou must have registered for a BASIS License or previously obtained a demo or
temparary license in order to continue instaling 2 BASIS License.

Select one of the following:

" Install a single-user BASIS ODEL Driver icense on this machine.

I MTERMATIODMNAL

" Conligure this applization to uze the BASIS License Manager.

TBASIS

™ Conligure this application to use a BASIS PRO/S Data Server License.

< Back I Mewt > I Cancel Help
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3. SelecttheEnter License Information option. Enter theinformation received
from BASIS into the appropriate fields and click Next.

BASIS License Installation

" Locate License File

Type the location and name of the license file. Or search for the file by clicking Browse.

Browse. . |

Lizense File:

& Enter License Information

Feature: IUDBE_HEI Enciyption Code:  |00E007BE7DEA
License Rev: ISD— Host ID: IW
Expiration: IW Checksunm: 160

Number of Users: IW Senal Mumber: W

< Back I MNest > I Cancel | HElR |

4. 1f you use OSASCS for Windows or UNIX/Linux, enter the name of the
server that is running the Data Server. If you are using standard OSAS or
OSAS®S for Novell, leave the field blank. In either case, click Next.

BASIS Data Server Connection

b P a
4 Es If you are planning to connect to a BASIS Data Server, pou must specify the name of
= the server where the BASIS License b anager is running that containz the available
H a licenzes for the BASIS Data Server.
r -
< If you are unsure of the name of this server, please contact your
> system administrator for azsistance,
< s
w If you will not be using a BASIS Data Server, leave the edit box emply
m = and click Mext
A =
. file_server

A

< Back I Mext > I Cancel Hel
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5. Click Finish.

Installation Complete

Installation of your BASIS product license is complete. r'ou may now use your new
BASIS product!

If you are accessing a BASIS License Manager, please make sure it iz started
befare attempting to use your BASIS product.

Thank you for chooging BASIS!

£ Back.

Cancel | Help |

6. If you do not want to view the readme.txt file clear the check box.
Otherwise, click Finish.

Setup Complete

Setup has finished. Some files could naot be updated because
they are curently in uge by other programs on the spstem. These
files will be updated after pou reboot your system. It is strongly
recommended that you read the accompanying readme. it file.

g \f'law thie reacime b fils

I MTERMNATI|IDNAL

Use the check box to view the readme. tat file. After viewing
the readme file, you will be prompted to reboot pour system.
Thank pou far choosing BASIS!

SIBASIS
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7. The Setup Complete screen appears. If you do not want to restart your
computer, select the No option. If you do want to restart your computer now,
first be certain that all other programs are closed. Click Finish to activate
your ODBC driver.

Setup Complete

Setup has finished copying files to pour computer.

Biefore you can use the program, you must restart Windows or
your computer.

& ez, | want to restart ry computer now.

= No, | will restart my cormputer later.

I MTERMATI|ONAL

Femaove any disks fram their drives, and then click Finish to
complete setup.

TBASIS

< Back I Finizh I

8. Beforeyou use the ODBC driver you must:
« Instal the ODBC Kit from your OSAS media.
»  Create the config.tmp file (see page 3-3).

9. Onceyou have completed these two steps, you can follow the Installing
ODBC Drivers instructions page 2-19.
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Other

The Other option is useful for installing your license if the computer on which
you installing does not have E-mail or Internet access.

1. Inthe Registration Method box, select the Other option.

License Registration and Delivery Methods x|
r— Reqistration Method i License Delivery Method
Haw da you want to send your license information to How do vou want BASIS ta deliver your permanent
BASIS? license™?
€ web Browser ek Browser
™ Email To: Im " Email Address:
" Telephare ' Far Number: [952) 496-2495
@ e Country: lm
& Othar Include your area or country code in the fax number

< Back I Mest > I Cancel | Help |

2. Select either the Email Address or Fax Number option (depending on how
you want to receive the license) and enter the e-mail address or fax number
at which you want to receive the licensefile information. If you entered afax
number, select the appropriate country inthe Country list box. Click Next to
continue.
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Read the WARNING! screen’s instructions carefully. Click OK to proceed.

‘You have selected "Other” as wour Registration Method.,

OMLY USE THIS METHOD WHEM:
*wou DO NOT have access ko the Internet, emai, or a printer on this
machine
* ar you have been UMABLE ta successfully register wia the ‘Web, email
of fax,

Proceeding with this option prompts you to save your License Registration
information as a file. Cnce saved, move the file to a machine with email
of printer access and
* Email this file ta license@basis, com for an immediate reply,
* or print this file and Fax it to BASIS for a reply during BASIS'
operating hours of Maonday through Friday, 5:00 a.m. - 5:00 p.m.
Mountain time (-0700 GMT),

The permanent license will be returned by email or Fax, whichever yau
selected as the License Delivery Method.

Click OK to procesd

Click Cancel ko select ancther Registration Methad.

|

The License Information Confirmation screen appears. Confirm the

information listed, and if it is correct, click OK. If it is not correct, click

License Informatio

Cancel and reenter the information.

Flease verify that all information belows is corect. |f any of
the following iz incomect, please click Cancel to make the
nhecessary changes.

MNOTE: Any incomect information will result in a failure to
process pour license registration.

Fax Mumber: |852-403-57DT
Email Address: Iilraschell@acme.cum
Serial Mumber: IDSHDE?ESU

Authorization Number: |1 234567830

Cancel |
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5. The Save As screen appears. Save the license file onto a diskette (or on a
network drive). Click Save.

Save Document EHE

Save jn: Ié‘ 3 Floppy [&:] ﬂ gl IE_ B

File name: BASIS Save I
Save as type: [N ] Cancel |
Help |

6. Accessthefile on the diskette or the network drive from a computer with e-
mail access.

7. Sendthefileto BASIS viae-mail.

8. Anemail message or fax is sent to you from BASIS. Follow the instructions
to register the license information on the original computer.

G-20 ODBC Kit User’s Manual



Registration and Delivery

Once you receive the information, follow these instructions:

1. Onyour Windows desktop, click Start, point to Programs, then to BASIS
ODBC Driver 3.0, then select Install a BASIS License. Thelnstall A BASIS
License screen appears. Click Next.

Install A BASIS License

The BASIS License Installation ‘wizard will now install your registered BAS|S
License.

‘r'ou must have registered for a BASIS License or previously obtained a demo or
temparary license in order to continue instaling 2 BASIS License.

Select one of the following;

& linstall a single-uzer BASIS ODBC Driver license on this machine.:

I N T ERMATIODMNAL

™ Conligure this application to use the BASIS License Manager.

SIBASIS

€~ Conligure this application to use a BASIS PRO/S Data Server License

< Back I Mext > I Cancel Help
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2. Select the Enter License Information option and enter the information
received from BASIS into the appropriate fields. Click Next.

BASIS License Installation

€ Locate License File

Tupe the location and name of the license file. Or search for the file by clicking Browse.

Browse...

Lizense File

o

Enter License Information

Feature: IUDEC_HEI Encryption Cade: IUUEUUTBE?DEA
License Rew: IED— Host 10: IW
Ezpiration: lpermT Checksum: 160

Number of Users: IW Serial Mumber: IW

¢ Back I Mext > I Cancel | Helm |

3. If you use OSASCS for Windows or UNIX/Linux, enter the name of the
server that is running the Data Server. If you are using standard OSAS or
OSAS®S for Novell, leave the field blank. In either case, click Next.

BASIS Data Server Connection

b P a
4 Es If you are planning to connect to a BASIS Data Server, pou must specify the name of
= the server where the BASIS License b anager is running that containz the available
H a licenzes for the BASIS Data Server.
r -
< If you are unsure of the name of this server, please contact your
> system administrator for azsistance,
< s
w If you will not be using a BASIS Data Server, leave the edit box emply
m = and click Mext
A =
. file_server

A

< Back I Mext > I Cancel Hel
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4. Click Finish.

Installation of your BASIS product license is complete. r'ou may now use your new
BASIS product!

If you are accessing a BASIS License Manager, please make sure it iz started
befare attempting to use your BASIS product.

Thank you for chooging BASIS!

£ Back.

Cancel | Help |

5. If you do not want to view the readme.txt file, clear the check box.
Otherwise, click Finish.

Setup Complete

Setup has finithed. Some files could not be updated because
they are curently in use by other programs on the spstem. These
files will be updated after you reboot your system. |t is strongly
recommended that you read the accompanying readme.tut file.

i f\}’law the readme. bat

BASIS

INTERMNATIODNAL

Use the check box to view the readme. tat file. After viewing
the readme file, you will be prompted to reboat pour spsten,
l Thank pou far choosing BASIS!

“
V'
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6. The Setup Complete screen appears. If you do not want to restart your
computer, select the No option. If you do want to restart your computer now,
first be certain that all other programs are closed. Click Finish to activate
your ODBC driver.

Setup Complete

Setup has finished copying filles to your computer.

Biefore you can use the program, you must restart Windows or
your computer.

& e, | want ko restatt my computer now.

= No, | will restart my computer later

INTERMNAT|ONAL

Remowve any disks from their diives, and then click Finish to
complete satup.

SIBASIS

7. Beforeyou use the ODBC driver you must:
e Instal the ODBC Kit from your OSAS media.
e Createthe config.tmp file (see page 3-3).

8. Once you have completed these two steps, follow the Installing ODBC
Driversinstructions page 2-19.
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menu structure, 1-7
ments, 1-55

File Types, 1-55
opening, 1-56
viewing, 1-56
e-click

defined, 1-9

Down Arrow

E

inquiry command, 1-45
report command, 1-62
scroll region command, 1-38, 1-47

Edit CONFIG.TPM

function, 3-3

edit lineitem, 1-47
editing

EIS

End

End f
Enter

Esc

comments, 1-54

defined, 1-3

inquiry command, 1-45

report command, 1-62

scroll region command, 1-38, 1-47

unction key, 1-48

inquiry command, 1-45
scroll region command, 1-47

inquiry command, 1-45

Executive Information Summary

Exit

defined, 1-3
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function key, 1-35

pull-down menu command, 1-35
exit

from inquiry window, 1-45

from report to menu, 1-62

from screen or window, 1-35

E
F1 function key, 1-37
F10 function key, 1-48
F2 function key, 1-34
F3
function key, 1-40
scroll region command, 1-38, 1-47
F3 function key, 1-34
F5 function key, 1-34
F6
function key, 1-40
F6 function key, 1-34
F7
inquiry command, 1-45
report command, 1-62
F7 function key, 1-35
F9 function key, 1-48
Fast Connect
Microsoft Access, A-6
Microsoft Query, B-3, D-4
Favorites Menu, 1-49
adding itemsto, 1-25
changing to/from, 1-25
Favorites Menus
removing items from, 1-25
Field Down
function key, 1-34
pull-down menu command, 1-34
Field Up
function key, 1-34
pull-down menu command, 1-34
Fields
function, 4-13
Files
function, 4-7
First Line command
function key, 1-38, 1-47
pull-down menu command, 1-38
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Function help, 1-25
function keys

Ctrl-J, 1-35
Ctrl-Z, 1-35
Del, 1-47
Down Arrow, 1-34
End, 1-48
F1,1-37

F10, 1-35, 1-48
F2,1-34, 1-41
F3,1-34

F5, 1-34

F6, 1-34
F7,1-35

F9, 1-48
Home, 1-48
Ins, 1-48

Left, 1-47
PgDn, 1-34
PgUp, 1-34
Right, 1-47
Shift+F3, 1-46
Shift+F4, 1-46
Shift+F5, 1-46
Shift+F6, 1-46
Shift+F7, 1-46
Shift+F8, 1-46
Shift-F1, 1-37
Shift-F10, 1-48
Shift-F3, 1-39
Shift-F4, 1-39
Shift-F5, 1-39
Shift-F6, 1-39
Shift-F7, 1-39
Shift-F8, 1-39
Shift-F9, 1-35, 1-48
Up Arrow, 1-34

Global Inquiry

defined, 1-3

graphical menu

exiting from, 1-18
features of, 1-17

right-click menu, 1-24, 1-41



sample screen, 1-18
graphical menus
right-click menu, 1-24, 1-41

GUI/Text Using OSAS with Contractors' Job Cost, 1-17

H
Help, 1-25
function key, 1-37
pull-down menu command, 1-37
tool button, 1-23, 1-40
help commands
F3, 1-43
F6, 1-43
F7,1-43
History command, 1-54
Home

inquiry command, 1-45

report command, 1-62

scroll region command, 1-38, 1-47
Home function key, 1-48

|
Indexes
function, 4-17
Information command, 1-51
Information menu, 1-51
Comments command, 1-52
Documents command, 1-55
History command, 1-54
Information command, 1-51
Inquiry
function key, 1-34, 1-41
graphical, 1-41
partial-key, 1-44
pull-down menu command, 1-34
inquiry commands
Down Arrow, 1-45
End, 1-45
Enter, 1-45
Esc, 1-45
F7, 1-45
Home, 1-45
Ins, 1-45
PgDn, 1-45
PgUp, 1-45

Up Arrow, 1-45
Ins
inquiry command, 1-45
scroll region command, 1-38, 1-47
Ins function key, 1-48
Insert Line command
function key, 1-38, 1-47
pull-down menu command, 1-38
Insert lineitem, 1-38, 1-47
Insert mode
function key, 1-48
Inventory Lookup
commands, 1-39, 1-46
Inventory Lookup commands, 1-39
diaslookup, 1-39
customer/vendor lookup, 1-39
description lookup, 1-39
detail lookup, 1-39
lot lookup, 1-39
serial lookup, 1-39
Shift-F3, 1-39
Shift-F4, 1-39
Shift-F5, 1-39
Shift-F6, 1-39
Shift-F7, 1-39
Shift-F8, 1-39
Inventory lookup commands
Alias Lookup, 1-46
dias lookup, 1-46
Customer/Vendor Lookup, 1-46
Description Lookup, 1-46
Detail Lookup, 1-46
Lot Lookup, 1-46
Serial Lookup, 1-46
inventory search commands, 1-46
Shift + F6, 1-46

J
Jump

function key, 1-35

pull-down menu command, 1-35
Jump command

function key, 1-38

pull-down menu command, 1-38
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L
Last Line command
function key, 1-38, 1-47
pull-down menu command, 1-38
Left Arrow
report command, 1-62
Left Arrow function key, 1-47
Lists
printing, 5-4
live data
changing to, 1-20, 1-25
Lot Inventory Lookup
function key, 1-39, 1-46
pull-down menu command, 1-39

M
Maintenance
function key, 1-34
pull-down menu command, 1-34
tool button, 1-40
manual
conventions, 1-9
Master Lists
printing, 5-4
Menu styles, 1-10
menus
information menu, 1-51
structurein AR, 1-7
Microsoft Access, A-1
and ODBC Kit, 1-7
Microsoft Excel, B-1
and ODBC Kit, 1-7
Microsoft Query, C-1
and ODBC Kit, 1-7
Microsoft Word, D-1
and ODBC Kit, 1-7
mouse commands
click, 1-9
deselect, 1-10
double-click, 1-9
right-click, 1-9
MS-DOS prompt
tool button, 1-24
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N
Next Line command
function key, 1-38, 1-47
pull-down menu command, 1-38
Next Page command
function key, 1-38, 1-47
pull-down menu command, 1-38
No Shadow Dictionary Consistency Check
Microsoft Access, A-6
Microsoft Query, B-3, D-4

(@]
ODBC
and SQL, 1-7
ODBC Administrator, 2-3
ODBC driver setup
installation, 2-19
ODBC drivers
installing on Windows 95, 2-5
installing on Windows NT, 2-5
ODBC Kit
description, 1-7
installation checklist, 2-3
interaction, 1-7
menu structure, 1-7
OK (Proceed)

function key, 1-34
pull-down menu command, 1-34
Online Documentation
function key, 1-37
pull-down menu command, 1-37
tool button, 1-40
opening
documents, 1-56
Options
table, 4-23
OPTxxx table, 4-23
OSAS
running, 1-4
system requirements, 1-4
output device
printer, 1-59

P

parameters



access code, 1-4
command to start OSAS, 1-4
company 1D, 1-4
general expression, 1-4
terminal ID, 1-4
partial-key inquiry, 1-44
Paste
function key, 1-35, 1-48
pull-down menu command, 1-35
tool button, 1-40
PgDn
inquiry command, 1-45
report command, 1-62
scroll region command, 1-38, 1-47
PgDn function key, 1-34
PgUp
function key, 1-40
inquiry command, 1-45
report command, 1-62
scroll region command, 1-38, 1-47
PgUp function key, 1-34
Pop-Up Calendar
tool button, 1-40
Previous Line command
function key, 1-38, 1-47
pull-down menu command, 1-38
Previous Page command
function key, 1-38, 1-47
pull-down menu command, 1-38
Print Manager
defined, 1-3
PRO/5 Command
tool button, 1-24
Proceed (OK)
function key, 1-34
pull-down menu command, 1-34
verification button, 1-41
Proceed command, 1-13
pull-down menu
functions
commands, 1-34
Edit, 1-35
Help, 1-36
Information, 1-37
Inventory Lookup, 1-39
Modes, 1-35

Other, 1-36
Scroll Commands, 1-38
graphical menus, 1-20
Favorites, 1-21
File, 1-20
Help, 1-23
Modes, 1-21
Other, 1-22
Tools, 1-21
pull-down menus
functions
information menu, 1-51

Q
Quick mode

pull-down menu command, 1-36
R

report commands, 1-62
Down Arrow, 1-62
End, 1-62
Exit, 1-62
F7, 1-62
Home, 1-62
PgDn, 1-62
PgUp, 1-62
Right Arrow, 1-62
Tab, 1-62
Up Arrow, 1-62
Reports
conventions, 1-57
including all information, 1-57
limiting information, 1-57
selecting information for, 1-57
Reserved Words List
function, 5-9
Resource Manager
features of, 1-3
Right Arrow
report command, 1-62
Right Arrow function key, 1-47
right-click
defined, 1-9
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S
sample data
changing to, 1-20, 1-25
scroll region commands, 1-47
Down Arrow, 1-38, 1-47
End, 1-38, 1-47
Enter, 1-47
F3, 1-38, 1-47
Home, 1-38, 1-47
Ins, 1-38, 1-47
PgDn, 1-38, 1-47
PgUp, 1-38, 1-47
Tab, 1-38
Up Arrow, 1-38, 1-47
Serial Inventory Lookup
function key, 1-46
pull-down menu command, 1-39
Set up application, 1-25
Shift+F2 menu, 1-51
Comments command, 1-52
Documents command, 1-55
History command, 1-54
Information command, 1-51
Shift-F1 function key, 1-37
Shift-F10 function key, 1-35, 1-48
Shift-F3 function key, 1-46
Shift-F4 function key, 1-46
Shift-F5 function key, 1-46
Shift-F6 function key, 1-39, 1-46
Shift-F7 function key, 1-39, 1-46
Shift-F8 function key, 1-39, 1-46
Shift-F9 function key, 1-35, 1-48
SQL, 1-7
Start Over
function key, 1-34
pull-down menu command, 1-34
tool button, 1-40
Start-style menu
exiting from, 1-19
features of, 1-17
right-click menu, 1-24, 1-41
sample screen, 1-19

Tab
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report command, 1-62
scroll region command, 1-38
Tables
function, 4-23
use of, 4-23
terminal
parameter, 1-4
toggle
between halves of reports, 1-62
tool button
Access Code, 1-20
Application Information, 1-23
Calculator, 1-21, 1-40
change to/from Favorites, 1-21
Copy, 1-40
Delete, 1-40
Help, 1-23, 1-40
Maintenance, 1-40
MS-DOS prompt, 1-24
Online Documentation, 1-40
Paste, 1-40
Pop-Up Calendar, 1-40
PRO/5 Command, 1-24
Start Over, 1-40
Workstation Date, 1-20
toolbar
function screen toolbar, 1-40
graphical menus, 1-23

U
Undo

function key, 1-35, 1-48

pull-down menu command, 1-35
Up Arrow

inquiry command, 1-45

report command, 1-62

scroll region command, 1-38, 1-47
user’s manual

conventions, 1-9

V

verification button
Abandon, 1-41
Proceed (OK), 1-41

Verify-exit mode



pull-down menu command, 1-35
Verify-PgDn mode

pull-down menu command, 1-36
view

definition, 4-7
View inquiry command, 1-45
viewing

comments, 1-52

documents, 1-56

W
Workstation date
tool button, 1-20
workstation date
entering in graphical menus, 1-20

-8 ODBC Kit User’s Manual



	ODBC Kit
	Contents
	Introduction
	Welcome to OSAS
	The ODBC Kit
	Conventions
	OSAS Text Menu
	OSAS Graphical Menu
	OSAS Text Functions
	OSAS Graphical Functions
	Menu and Function Commands
	Favorites Menu
	Information Menu
	Reports

	Installation
	Installing BASIS™ ODBC Drivers
	Installation For Windows 95/98/NT/2000
	Installing ODBC Drivers

	Create/Edit CONFIG.TPM
	Edit CONFIG.TPM

	Dictionary Tools
	Introduction
	Copy File(s) To Dictionary
	Files
	Fields
	Indexes
	Add/Change Reserved Words
	Tables

	Dictionary Reports
	Printing a Dictionary Report
	Dictionary Field List
	Audit Field Names For Reserved Words
	Reserved Words List

	References
	Microsoft Access
	Microsoft Excel
	Microsoft Query
	Microsoft Word
	Crystal Reports
	Common Questions
	Registration and Delivery

	Index


