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1-2 Overview

Introduction

This chapter provides an overview of the responsibilities of the PowerTrax Pro Administrator.
Each area of administration is discussed briefly and references are given to more detailed informa-
tion found in later chapters of this manual.

Who is the Administrator?

PowerTrax Pro is designed specifically for the manufacturer’s rep industry. While the features and
functionality of PowerTrax Pro are applicable to all rep agencies, there are certain parts of the
application that must be customized for the unique needs of your organization. This includes add-
ing user information for the people who belong to your company, specifying your company infor-
mation (addresses, phone numbers, 10gos), and configuring your own custom numbering system
for quotes and orders. The Administrator is the person in your organization who is responsible for
setting up and maintaining this unique information.

Security Precautions

The designated Administrator for your company has access to all areas of the PowerTrax Pro data-
base. Thisincludes the ability to add, delete or edit vital database information such as passwords
and commission rates for sales reps. As a security measure, we recommend that you designate only
one Administrator and one backup Administrator for your company. Giving Administrator access
to alarger number users can leave your database open to accidental or malicious tampering.

The Administrator Login

In order to access the administrative areas of PowerTrax Pro, the Administrator must log in to
PowerTrax Pro using the ‘Administrator’ user name and a special Administrator password.

1. Launch the PowerTrax Pro application. After afew seconds, the Password dialog appears.

lﬁ rUser list

Password

Adrninistrator

rPassword

[aaaaa |

[ cancer || ok |

Figure 1-1: Logging in as the Administrator



Overview 1-3

2. Select ‘Administrator’ from the list of users, then press the Tab key on your keyboard to high-

light the * Password'’ field.

3. Enter the administrator password, then click ‘OK.

You are now logged in asthe Administrator and have accessto all areas of the PowerTrax Pro data-
base. In particular, you have access to the Administration dialog which in turn allows you to access
the controls for performing various administrative tasks.

Administration...

Password Editor

Edit Help Message
Sequence Number Editor
List Management
Remove User

Message Monitor

Update Query Engine data

Reset Sequence Numbers to Highg

B

Cancel

OK

Figure 1-2: Administration Dialog

You can display the Administration dialog at any time by choosing File > Administration from
the main PowerTrax Pro menu bar.

Note If you are not logged into PowerTrax Pro asthe Administrator, the Administration dialog will be

unavailable.

The Administration dialog is discussed in detail in later chapters of this manual.

Overview of Administrative Tasks

There are avariety of tasksthat can be performed by the PowerTrax Pro Administrator. Some tasks
are mandatory and must be completed in order for PowerTrax Pro to function properly. Other tasks
are optional but can be useful for customizing PowerTrax Pro for your organization.

Mandatory Administrative Tasks
The following tasks must be performed by the Administrator in order for PowerTrax Pro to func-

tion properly:

Adding users and setting access privileges

Creating sales teams

Specifying rep firm information (addresses, phones, 10gos)

Configuring a unique numbering system for quotes and orders.



1-4

Overview

Adding Users and Setting Access Privileges

In PowerTrax Pro, any person who has access to the database is referred to asa“ User.” The users
in your organization must be added to the database by the Administrator. Users are given a user
name and password, and are assigned access privileges that specify the type of tasks they can per-
form in the database. For example, one user might be able to add and delete information, while
another user might only be allowed to view the information. See Chapter 2, for a complete descrip-
tion of how to add usersto your PowerTrax Pro database.

Creating Sales Teams

PowerTrax Pro uses the concept of salesteamsin order to track commissions. A sales team con-
sists of one or more users. Each member of the team is assigned a specific ‘ cut’ of the team’s com-
mission. For example, if ateam has three members, each member might get 10 percent of the total
commission. Using this example, a 100 dollar commission would be divided as follows:

Member 1 $10
Member 2--  $10
Member 3-- $10
Company --  $70

Total $100

The Administrator is responsible for creating the teams, adding and deleting team members, and
specifying each member’s commission split. See Chapter 3 for an explanation of how to create
sales teams for your organization.

Specifying Rep Firm Information

Rep firm information refers to your company’s name, addresses, phone humbers, logo, and so on.
It's the Administrator’s job to add this information to the database so that will appear on your
printed quotes and orders. See Chapter 4 for detailed instructions on how to specify your rep firm
information.

Custom Numbering

In business, it's important that forms such as quotes, orders, invoices and purchase orders be num-
bered uniquely for identification purposes. The Administrator can configure custom numbering
system for your transaction forms. See Chapter 4 for information on configuring your custom
numbering system.

Optional Administrative Tasks

In addition to the mandatory administrative tasks, there are a number of miscellaneous tasks that
the Administrator can perform. The following tasks help to customize PowerTrax Pro for your
company’s needs, but are not necessary for PowerTrax Pro to function:

Creating custom display and print formats for your quotes, orders and reports

Configuring custom database fields to hold information that is unique to your organization

Editing and maintaining choice lists for certain fields in the database

Importing and Exporting Data
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Display and Print Formats

The Administrator hasthe ability to customize the information that appears on your quotes, orders,
invoices and purchase orders. For example, you might have a quote form that shows your com-
pany’s commission for the sale. Obviously you wouldn't want that information to appear on the
printed quote that you send to a customer, so the Administrator can create a custom print format
where the commission is not visible. That way, you can have an ‘ on-screen’ form that shows your
commission and a printed form that hides the commission.

The Administrator is also able to specify custom formats for any reports that you generate from
PowerTrax Pro. See Chapter 5 for complete details of how to create custom formats.

Custom Fields

The Contacts input form in PowerTrax Pro contains data entry fields that hold information com-
monly used by most businesses. However, each businessis different and it’s possible that your
organization might want to store information that’s unigue to your needs. Perhaps you want to
store data on whether a customer prefers to be contacted by phone, fax, or email. To accommodate
thistype of situation, the Contacts input form comes with 18 fields that the database Administrator
can configure to hold unique data. See Chapter 6 for information on setting up custom fields.

List Management

Throughout the PowerTrax Pro database, you'll see many fields with a small triangle beside them.
Thistriangle indicates that the field has a choice list associated with it.

Click the triangle... ...to display a choice list.
Salutation I 'I Salutation o
Dr.
.
his.

Figure 1-3: Choice Lists

A choicelist allows the user to fill in afield by selecting a choice rather than typing an entry each
time. For example, the ‘ Salutation’ field on the Contacts input form is alwaysfilled in with ‘Dr.
‘Mr. ‘“Mrs. or ‘Miss . Rather than have the user type one of these values each time, PowerTrax
provides that field with a choice list containing the three values. The user can quickly select a
choice from the list instead of typing.

The choice listsin PowerTrax Pro contain default choices that are commonly used by most busi-
nesses. However, because each businessis different, the Administrator can edit the itemsin any
choicelist to better reflect an organization’s needs. For example, the choice list for the * Salutation’
field could be changed to theitems‘Dr.” ‘Mr.,; ‘Mrs. and ‘Ms.” See Chapter 7 for details about list
management.

Importing and Exporting Data

To avoid tedious and error-prone rekeying of data, PowerTrax Pro provides import and export fea-
tures that allow you to move data into—and out of—your database quickly and efficiently in the
form of delimited text files. See Chapter 8 for details about importing and exporting data.



1-6 Overview

Maintenance Tasks

From time to time the Administrator will need to perform maintenance tasks that keep your Power-
Trax Pro database up to date. For example, when you receive a new update to your PowerTrax Pro
application, the Administrator needs to update the PowerTrax Pro search engine so that it will
search any new fields or tables that might have been added to the new update. See Chapter 9 for a
discussion of administrative maintenance tasks.
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This chapter shows you how to add new users to your PowerTrax Pro database. You'll also learn
how to create user names and passwords, and how to set access privileges for each user.

Adding New Users

Thefirst task involved in setting up your database is to create a user name and password for each
person who will use the PowerTrax Pro application.

1. After logging in asthe Administrator, choose File > Administration from the menu bar. The
Administration dialog appears showing alist of Administration areas.

Administration...

Password Editor

Edit Help Message
Sequence Number Editor
List Management
Remove User

Set Fax Server

Message Monitor

Update Query Engine data L A
Reset Sequence Numbers to Highdt

[ cancet | [ ok |

Figure 2-1: Administration Areas

2. Select ‘Password Editor’ from the list, then click ‘OK. The Password Editor window appears.

User List Group List

Administrator

=] hd
The selected User
Design Group : . belongs to the
Groups shown here.
= hd

Figure 2-2: The Password Editor

The Password Editor window contains four scrolling lists that give information about the Users
and Groups in your PowerTrax Pro database. A User is aperson who is authorized by the
Administrator to use the PowerTrax Pro application. A Group is acollection of one or more Users.
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Each Group has specific access privileges that determine the kind of tasks the Users assigned to
that Group can perform. See “ Groups’ later in this chapter for more information.

Thelists on the left side of the Password Editor window show the names of the database Users and
any Groups that they belong to. The lists on the right side of the window show the names of
Groups and the names of any Users who are members of those Groups.

To add anew user:

1. Choose Password > New User. The User input form appears.

@ —Edit User

User Name: |
Password: |

Startup Method: I

Last Use: |00/00/00
Number of Uses: |0

Default Owner of Objects created by this User:
IAII Groups Zl

Cancel | | 0K I

Figure 2-3: User Input Form

2. Enter the name of the new user in the ‘User Name' field, then press Tab.

User Name : lCharlie Bing |

Figure 2-4: Entering a User Name

3. Enter apassword for the new user in the * Password'’ field.

Password: [aAAAaaaa |

Figure 2-5: Entering a User Password

Note Passwords are case sensitive. This means that upper and lower case |etters are considered to be
different. Be sure that the Caps L ock key on your keyboard is not on when you enter the pass-
word for the user.

4. Click ‘OK. The new user now appearsin the User list on the Password Editor.



2-4 Adding Users

Users... Groups...
Administrator = Administratar A]
. Chatlie Bing AddDelete
Add

Figure 2-6: New User Added

Note  Onceyou've added a new user with the Password Editor, you must open the PowerTrax Pro
Users table and create a User record for that person. See “Creating a User Record” on page 8.

Groups

PowerTrax Pro comes with a set of predefined Groups that you can assign Users to. Each Group
has specific access privileges that determine the kind of tasks the Group members can perform. For
example, the ‘Read Only’ Group is configured to only allow ‘Read’ access. This means that any
Users assigned to this Group can view, but not add or change data.

Assigning a User to a Group

1. Click the name of the User you want to assign, then hold down the mouse button and drag the
User onto the Group you want to assign him or her to. When the Group becomes highlighted,

rel ease the mouse button.
Click the User... ...and drag to the Group
Users... Groups...
'E Administrator ;I Administrator _A__|

AddDelete
Add

23 Charlie Bing

Figure 2-7: Assigning Users to Groups

The User becomes a member of the selected Group, and the User’s name appears in the scroll-
ing list below thelist of Groups.
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O Passwords =
Users...
¥ Administrator - (=]
4 Charlie Bing
Read Only
| [+ |
Read Only BB i Charlie Bing
I~ | |~ |
This list shows the members

This list shows the Groups that
the selected User is a member of. of the selected Group.

Figure 2-8: User Assigned to Group

To see which Group a User belongs to:
1. Click the User’'s namein the ‘Users’ list. The name of the User’s assigned Group appearsin the

scrolling list below.

Users...
Administrator =
— Click a User name...

.4 Charlie Bing

...the User’s assigned
al
ReadOnly b Group appears here.

Figure 2-9: Viewing a User’s Group
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To see which Users are members of a particular Group:

1. Click the Group namein the* Groups' list. The names of all assigned Group members appear in
the scrolling list below.

Groups...

Administrator _:_|
ddDelete

Click a Group name...

B Administrator ...the names of the Group
members appear here.

i3 Charlie Bing

Figure 2-10: Showing Group Members

Removing a User From a Group
To remove a User from a Group:

1. Click Group namein the ‘Groups' list. The names of all Group members appear below.

Groups...
3 Administrator =

ReadOnly

P Administrator =

Charlie Bi .
@ Charlie Bing Click and drag the User name back to

the Users list to remove it from the Group.

£y John Benry

Figure 2-11: Removing a User from a Group

2. Click the name of the User you want to remove from the Group and drag it back to the ‘Users
list on the Password Editor window. The User’s name no longer appearsin the list of Group
members.
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Saving Your Groups (Very Important!)

Note

Note

Anytime that you receive an update to your current PowerTrax Pro version, it's crucial that you
save your current group configurations before updating. If you do not save your groups before
installing a new update, the data describing which users are members of which groups will be lost,
and group membership will have to be reconfigured.

You must be logged into PowerTrax Pro as the Administrator in order to save Groups.

To save your current Group configuration:

1. With the Password Editor open, choose Passwords > Save Groups. The standard Save dialog
for your operating system appears.

(G PowerTraxProFiles $] - Macintosh ...

= \ Eject \

[ New (3 |

Save groups and users as:
e l

2. Enter aname for the Group file and select alocation to storeiit.
3. Click *Save’

Loading a Saved Group File
After installing a new update of PowerTrax Pro, you'll need to load the Group file that you saved

previously.

You must be logged into PowerTrax Pro as the Administrator in order to load Groups.

1. Withthe Password Editor open, choose Passwords > Load Groups. The standard Open dialog
for your operating system appears.

[Q PowerTrax Pro Files ﬂ — Macintosh ...

a

Eject

Desktop

Cancel

il

= Open

2. Select the Group file that you want to load, then click * Open.” PowerTrax Pro will load your file
and restore the saved Group configuration.
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Creating a User Record (Very Important!)

After you add a new user with the Password Editor, you must open the PowerTrax Pro Userstable
and create a User record for that person. Unless a User record is created, the individual will not be
ableto log in and use PowerTrax Pro. A User record contains personal information such as the
user’s name, employment start date, and commission rate. You also use the User input form to add
the user to one or more sales teams, and to create an e-mail account for the user.

To add anew user record:

1. Click the ‘Users button on the Navigation Palette to open the Users table.
2. Click the'Add (+) button. A blank Usersinput form appears.

Personal

Mame : | Position: [ |
Address: I I Address 2: [ I
City: | | statesprov.:[ | zp [ ]
Country : | LI Home Phone : I |
Fj' Personal I @ Sales Team "E_Email Accounts I
hd
Employment [X] Active Start Date: [00/00/00 Social Security®:[ |
End Date: 00/00/00 Commission Rate:

Defaults D Show All Users  Capitalize: O No Default Color:

(O First Word

() Al Words
Emergency Contact: | | Phone [

Relationship : I ;I

Figure 1-12: New User Input Form

3. Enter the user’s name and address information at the top of the input form.

The bottom half of the input form contains a series of Tabs where you can enter the user’s personal
information, sales team assignment and e-mail account. These Tabs are described in detail in the
following sections.

The Personal Tab

The Personal Tab (shown above) allows you to enter personal user information such as a start date,
commission rate, data entry defaults and emergency contact data.

1. Make surethe ‘Active’ checkbox is selected, then enter the new user’s ‘ Start Date,’ * Social
Security # and ‘Commission Rate' in the fields provided.
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The value you enter in the * Commission Rate' field is used to specify the user’s commission
splits when you assign them to a salesteam. See “ The Sales Team Tab” below for details.

The Defaults section of the Personal Tab allows you to customize various data entry defaults for
the new user.

Defaults [:I Show All Users  Capitalize: O No Default Color :
(O First Word
(O AN Words

Figure 2-13: Data Entry Defaults

Show All Users

Each contact record in PowerTrax Pro contains alist of activities (phone calls, meetings, etc.) that
involved that contact. If the * Show All Users’ checkbox is selected, the contact activity list will
show activities for all usersin your company who have dealt with the contact. By default, the
‘Show All Users’ checkbox is not selected. This means that the contact activity list will show only
the activities that were carried out by this user. See Chapter 4 of the PowerTrax Pro User’s Guide
for information about contacts and activities.

Capitalize

The ‘ Capitalize' radio buttons allow you to specify how datawill be displayed when entered by
thisuser. If ‘NoO’ is selected, all the data entered by this user will appear in lower case |etters. If
‘First Word' is selected, the first word of each entry will be capitalized (john smith --> John smith).
If ‘All Words' is selected, all words in each entry will be capitalized (john smith --> John Smith).

Default Color

PowerTrax Pro’s scheduling window displays the scheduled activities for all usersin your com-
pany. Each user’s activities can be color coded to make it easier to see which activities belong to
which users. To assign a color code for the new user’s activities, simply click the ‘ Default Color’
control and select a color from the palette that appears.

Default Color : Ll Click to display the palette
wone B
| :
Delete  Can
L

Figure 2-14: Color Palette

See Chapter 6 of the Power Trax Pro User’s Guide for information about the scheduling window.

2. After setting the user’s defaults, enter any emergency contact information at the bottom of the
Personal Tab. (Optional)
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The Sales Team Tab
In order for PowerTrax Pro to track commissions, each sales person must belong to asalesteam. If
you've already created one or more sales teams, you can assign the user to ateam using the con-
trols available here. If you haven’t already created your sales teams, you can open the Sales Team
table, create the teams and assign the user to ateam from there. See Chapter 4 for information

about creating sales teams.
If you've already created ateam and wish to assign this user to it:

1. Click the Sales Team tab on the Users input form.

IFjl Personal ,@ Sales Team I,@.Email Accounts

Sales Teams

Commission Split

[» Jne

«

Miscellaneous

Signature
(Pict/BMP)

Figure 2-15: Sales Team Tab

2. Click the*Add (+) button next to the Sales Team list. A list of available sales teams appears.

Select a Sales Team(s):
Sales Team

-~
West |
International
My Team
ABC Morth

I~

[ Cancel ] |[ Select ]I

Figure 2-16: List of Sales Teams

3. Highlight the team you want to add the user to, then click ‘ Select.” The name of the team will
appear in the Sales Team lit, indicating that the user is now a member of that team.
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Creating an E-Mail Account

In order for a user to be able to access PowerTrax Pro’s built-in e-mail features, you must create an
e-mail account for that user. This process includes adding an account name and password, specify-
ing an e-mail address, and identifying your organization's SMTP server.

To create a user's e-mail account:

1. Click the Email Accounts Tab on the Users input form.

IFjl Personal Il @ Sales Team _@_Emaﬂ Accounts

Email Accounts

B

Figure 2-17: Email Accounts Tab

2. Click the*Add (+) button next to the list of E-Mail Accounts. A blank E-Mail Account input

form appears.
Account IFO]de"l
Account Name: | | Bob sSmith
Account Password: | |
Email Address: | ] Bob@host.com
SMTP Server: | ] mailhost.com

Email Password: | ]

Send mail in out box every E minutes

Signature:

@ &

Cancel  Save

Figure 2-18: E-Mail Account Input Form
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3. Enter the account information as shown in the table below:

Account Preferences

Preference Description

Account Name The name you want to attach to the user’s e-mail account. Thisis usu-
aly the user's name (i.e. Bob Smith)

Account Password Blocks other users from accessing the account without authorization
(i.e. they have to have the password). If the field is left blank, others
can automatically access the account.

E-mail Address The user’s Internet e-mail address (Tim@softsinc.com for example).

E-mail Password The e-mail password to the user’'s e-mail account on your POP3
Internet e-mail server.

SMTP Server The Internet address of your SMTP (outgoing) e-mail server
(mailaustin.computize.net for example).

Signature You can type a personalized signature that can be included on the
user’s outgoing e-mail messages.

Setting Mail Folder Preferences
The Folder tab let’s you choose when mail should be automatically deleted.

[Account |Folder I

¥hen quitting, permanently delete messages from:

[ peteted Mail

O all messages @ messages that are days old
[X] sent Mail

@ all messages O messages that are days old

Figure 2-19: Folder Preferences

By default, mail will not be deleted until the user clicks the Delete button. However, by using the
Auto Delete options, the user can have mail deleted automatically. For each folder, you can delete
al messages in afolder or delete only those messages that are older than the number of daysyou

specify.
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. Click the ‘Deleted Mail’ or ‘ Sent Mail’ checkboxes (or both) to indicate which folders you
want to use automatic deletion on.

. If you want to automatically delete all messages from the selected folder, click the ‘all mes-
sages’ radio button.

. If you want to automatically delete only messages a certain number of days old, click the ‘ mes-
sages that are’ radio button, the enter the number of days that you want.
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In this chapter:

Creating Sales Teams ...
Adding Sales Objectives

Sales Teams
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This chapter shows you how to set up salesteamsin order to track commissions and set sales
objectives. You'll learn how to create ateam, add and delete team members, specify commission
percentages and set sales objectives for that team.

Creating Sales Teams

In order for PowerTrax Pro to track commissions, each sales person must belong to asalesteam. A
sales team can have one or more members, and each member is assigned a set commission rate.

Creating a Sales Team

1. Click the *Sales Teams' button on the Navigation Palette to open the Sales Teamstable.

2. Click the'Add (+) button at the bottom of the Sales Team list screen. A blank Sales Team
input form appears.

[J==———————————SalesTeam: 5 0ffF—"—mm——— H

Sales Team Name I

Rep Firm |
Business Structure D Buy /Sell Q Sales Rep |

ep | Commission%®

LIL]E
4] [» o

Cumulative Commission %

Description a

SalesTeam Objectives

@ Fiscal Year |Bookings Objectives |Commissions Objectives |Profit Objectives ||

EE

Delete  Cancel Save
2z

Figure 3-1: Sales Team Input Form

3. Enter aname for the sales team. If the team has only one member, it’s acceptable to use that
member’s name as the team name. Otherwise, it's best to use a descriptive name for the team.

Sales Team Name Ilnside Sales I

Rep Firm IMarketPro ]
Business Structure D Buy /Sell !) Sales Rep I
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If thereis only one rep firm specified in your PowerTrax Pro database, the ‘ Rep Firmy' field is
filled in automatically for you. If your database has multiple rep firms specified, tab into the
‘Rep Firm’ field to display alist of the rep firms. Simply select the firm you want to assign the
current team to.

. Click either the ‘Buy/Sdll’ or ‘ Sales Rep’ radio button to specify the business structure of the
current sales team.

. Once you've established the team name and business structure, you can begin adding team
members. Click the ‘Add’ (+) button to display the list of sales reps (users) in your company.

Select a Sales Rep(s):
Sales Reps ICommission
Adrinistrator 25% B
Tir Brooks S0% |
Roadrunner S50%
Karen Brooks 0%
Dexter Lockhart 33%
Designer 20%
GinnE Hollifield 0%
UserS4 0%
Timn Haratine <<<
Chris Hudson 30%
—

4| [»

[ Cancel ] " Select ||

Figure 3-2: List of Sales Reps

. Click the user you wish to add, then click the ‘ Select’ button. The user appearsin the list of

team members. Notice that the commission percentage is automatically set. This commission
percentage is determined when the User record is created. See Chapter 2 of this guide for
details about creating a User record.

Sales Rep | Commission% |2
| [Fim smith 25%

[:] .

Cumulative Commission 25% —— Total team percentage

Rep’s commission percentage

L S
—

Figure 3-3: New Team Member

The * Cumulative Commission %’ field shows the total commission percentage for the entire
team.When another team member is added, that member’s commission percentage will be
added to the team total.
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Note Remember to set aside a percentage of the team commission to go to your business rather than

to asalesrep. For example, if the ‘House Account’ receives70% of the commissions received
from a principal, the remaining 30% must be divided among the other members you add to the

team. The total team percentage cannot exceed 100%.
7. Repeat Steps 5 and 6 to add more team members.

8. If desired, you can enter a description of the salesteam in the ‘ Description’ field.

Description [Team responsible for qualifying and
following up with leads.

i | »

4]

Figure 3-4: Sales Team Description

9. Click the ‘Save' button on the input form to save the new sales team.

Editing a Team Member
To view and edit the details of any team member:

1. Double-click the member’s namein the team list on the Sales Team input form. The User Sales
Team input form appears.

User Name Charlie Bing
Sales Team Name Inside Sales
Commission B 25%

Figure 3-5: User Sales Team Input Form

2. Using thisinput form, you can change both the user name and commission percentage. Click
the ' Save’ button to save any changes you make.
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If you've specified the team business structure as ‘ Reseller, you'll see two additional fields on
the User Sales Team input form—* Commission Basis' and ‘Minimum Pricing.’

User Name Charlie Bing
Sales Team Name Inside Sales
Commission B 25%

Reseller Commission Definition

Commission Basis [Flat Rate I

Minimum Pricing set at of list price.

Figure 3-6: Input Form with Extra Fields

If you click the * Commission Basis field, alist of choices appears.

list=———"°8H
Items in list Commission Basis
|_
Profit Margin .
Sale Amount
|~
[ Modify ] [ Cancel ] l 0K ]

Figure 3-7: Choices for Commission Basis

4. Select the commission basis you want, then click ‘OK.’ If you want to add more itemsto the

. . . . y
list, click ‘Modify.
List B
Items in list Commission Basis
at Rate
Sale Amount
Append
|~ |
| OK I

Figure 3-8: Modifying the Commission Basis List
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5. Click ‘Append’ to add a new item to the end of thelist. Click ‘Insert’ to insert anew item
directly above the currently selected item. Click ‘ Delete’ to remove a selected item. After
you've made the changes you want, click ‘OK’ to return to the User Sales Team input form.

You can also specify aminimum price for any items sold.

Minimum Pricing set at of list price.

6. Click the‘Save’ button to save any changes you make.

Adding Sales Objectives

The Sales Team input form contains a list where you can edit and view sales objectives for the cur-
rent sales team.

SalesTeam Objectives
ll Fiscal Year IBookings Objectives Commissions Objectives Profit Objectives tl

/|

Figure 3-9: Sales Objective List

In PowerTrax Pro, setting sales objectivesis athree step process. First you set yearly sales objec-
tives for each principal (see Chapter 2 of the Power Trax Pro User’s Guide). Second, you set sales
objectives for each customer so you know how much each one has to buy in order to meet your
principal objectives (see Chapter 5 of the Power Trax Pro User’s Guide). Finally, you assign those
principal and customer sales objectives to your sales teams.

To assign a sales objective to a sales team:

1. Click the'Add’ (+) button to the left of the Objectives list. The Objectives input form appears.

Rep Firmn [MyCo

Sales Team lWest

Objectives for Fiscal Year: | 0
Bookings: | $0  Commissions: | $0  Profit: l $0

@ By Customer |

Principal |Bookings Objectives ICornm. Objectives Ipmﬁ! Objectives Ld

:,!, By Principal

@@

Add

$0 $0 $0

Figure 3-10: Objectives Input Form
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2. Enter thefiscal year that you're targeting in the ‘ Objectives for Fiscal Year’ field.
3. Fill inthe‘Bookings, ‘Commissions and ‘Profit’ objectives for the entire fiscal year.

Once you've established the overall objectives for the current team, you can break that objective
down by principal and by customer using the Tabs at the bottom of the Objectives input form.

To break your objective down by principal:

4. Click the‘By Principal’ Tab, then click the ‘Add’ (+) button. A list of principal objectives for
the current year appears.

Select 1 or more Principal Sales Goal(s):

Principal Bookings Commissions |Profits
Sabre Manufacturing 000 -
Sonmor International $200,000 $40,000 $13,000 I
“World Corporation $350,000 $70,000 $25,000

I~
[ [»

([ cancel [ setect |

Figure 3-11: Principal Objectives

5. Highlight the principal objectives that you want to assign to thisteam, then click ‘ Select.” The
selected objectives now appear in the list on the By Principal Tab.

=% By Principal @Bg Customer |
M Principal [Bookings Objectives | Comm. Objectives | Profit Objectives 4]
'{P “World Corporation $350,000 $70,000 $25,000 ﬂ
Add | Sabre Manufacturing $150,000 $20,000 $15,000
=
$500,000 $100,000 $40,000

Figure 3-12: Objectives by Principal
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To break down your yearly objective by customer:

1. Click the‘By Customer’ Tab, then click the ‘Add’ (+) button. A list of customer objectives for
the current year appears.

Select 1 or more Company Sales Goal{s):

Customer Bookings Commissions |Profits

Chronos Renovation Supply $10,000 $2,000 $1.,000

Westar Machine Tools $75,000 $14,000 $7,500 .
'~

[ [»

( cancel [ setect |

Figure 3-13: Customer Objectives

2. Highlight the customer objectives that you want to assign to thisteam, then click * Select.” The
selected objectives now appear in the list on the By Customer Tab.

=% By Principal @ By Customer I
Company IBoolo'ngs Objectives Cornm, Objectives Profit Objectives 5
:3; Chronos Renovation Supply $10,000 $2,000 $1,000
Add |Westar Machine Tools $75,000 $14,000 $7,500

=
$85,000 $16,000 $8,500
Figure 3-14: Objective by Customer

3. Click the * Save' button to save the record. The new objective appears in the Sales Objectives
list on the Sales Team input form.

Sales Team Objectives
CEJI Fiscal Year IBookings Objectives |Commissions Objectives Profit Objectives ﬂ
@ I 2000 $500,000 $100,000 $40,000

=

Figure 3-15: New Sales Objective
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Rep Firm Information

This chapter shows you how to personalize PowerTrax Pro for your organization by adding com-
pany information such as hilling and shipping addresses, phone and fax numbers, and company
logos. You'll also learn how to create your own auto-numbering system for quotes and orders. For
resellers and buy/sell reps, this chapter includes information on how to specify the pricing your
organization receives from your suppliers.

Adding Company Information

A Rep Firm record contains a variety of information about your company including your company
name, addresses, phone numbers, logos, price schedules, sales teams, and the numbering system
for your quotes, orders, and purchase orders. This section describes how to add your basic com-
pany information (name, address, phone numbers and logo) to PowerTrax Pro.

Initially, your PowerTrax Pro database does not contain any Rep Firm records. You must create a
new Rep Firm record before you can add your company information.

To create anew Rep Firm record:

1. Click the‘Rep Firms' button on the Navigation Palette to open the Rep Firms table.
2. Click theAdd (+) button at the bottom of the list screen. A blank Rep Firm input form appears.

Thefirst Tab you seeisthe Address Tab. The Address Tab is designed to hold general company
information such as your company name, address, phone information and tax status.

Company |

- Address ‘@ SalesTeam I —% Principal Prices I A, preferences | :& Logo I

Q Eilling Information

Address | Addresshz [ Address |

City I StateJFmv.I Postal Code | Courtry |
Q,‘ ¥ Shipping Information
Address | Address#? | Address#3 |

City I State.fFrov.I Postal Code | Courtry |

Other Information
Phone | Facsimile| AR

Tax ID# | [ Tax Exempt? Local Sales Tax% 0% Quote Validity | 0

EE @ (= [«

Delete  Cancel Save

Figure 4-1: Rep Firm Input Form

3. Enter your company name in the ‘ Company’ field.
Enter your company’s billing and shipping addresses in the fields provided.

5. Enter your company’s phone, fax, and web site (if applicable) information in the appropriate
fields under the ‘ Other Information’ section.

>
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Enter your company’s tax identification number in the ‘ Tax ID # field.
If your organization is tax exempt, click the ‘ Tax Exempt’ checkbox.
Enter your local salestax percentage inthe ‘Local Sales Tax %’ field.

If you place time limits on your quotes (15 days, 30 days, and so on) enter the number of days
that quotes are valid in the ‘ Quote Validity’ field. When a salesperson issues a quote, Power-
Trax Pro will use the number you enter here to calculate the expiry date for the quote.

© o N O

The Logo Tab

The Logo Tab provides a place to store your company logo so that it will appear in the header of
your printed quotes, orders, invoices, and purchase orders.

A, preferences _:*,Logo

) Address I ‘@ SalesTeam I :_,!, Principal Prices

Company Logo

Paste a BMP file of your company logo from the clipboard above

Figure 4-2: Logo Tab

To add your company logo:

1. Copy your company logo to your computer’s Clipboard.

2. Open the Rep Firm input form, then click the Logo Tab.
3. Click the ‘Company Logo’ field to select it.
4. Pasteyour logo into thefield.

Company Logo

Click in the logo field
and paste your logo.

P LN 4

Figure 4-3: Pasting a Logo

5. After adding your company information and logo, click ‘ Save' to close the Rep Firm input
form and save your data, or continue on and fill out the remaining Tabs. See the following sec-
tions for details about filling out the other Rep Firm input form Tabs.
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The Sales Team Tab

PowerTrax Pro uses the concept of salesteams to track commissions for sales people in your orga-
nization. Each sales team has one or more members, and each team member is assigned a specific
‘cut’ of the team’s commission.

The Sales Team Tab is used to display alist of all the sales teams that have been configured for
your organization.

B Address ‘@SalesTeam —% Principal Pricesl A}, Preferences _,}Logo
Sales Teams
Sales Team Name I Description ﬂ
East
West
Intemational
i

Figure 4-4: Sales Team Tab

Note The information on the Sales Team Tab is for display only. To add, delete or edit sales team
information, you must open the Sales Team table and use the Sales Team input form. See Chap-
ter 3 of this manual for details.

Automatic Number Generation

Transactions such as quotes, purchase orders and invoices need to be numbered uniquely for iden-
tification purposes. By default, PowerTrax Pro will number your transactions sequentially as each
record is created (1,2,3,4...and so on). The Administrator can use the Preferences Tab to configure
an automatic numbering system that’s customized for your company’s needs. For example, instead
of using plain numbers for quotes, you can have quote numbersthat use a number plustext such as
your company name (MyCol, MyCo2, MyCo3...and so on).
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Your autonumbering system can be made up of any combination of the following components:

the current date
a sequential number
static text

The instructions below show how to configure an autonumbering definition that uses static text and
asequential number (MyCol, MyCo2, MyCo3).

1. Open your Rep Firm record and click the Preferences Tab.

_ Address @SalesTeam =% Principal Prices A, Preferences _,}.Logo
Report Definition
Body Font | ~| [ Ovemide Default?
Footer I
Footer Font | | Styles | > & | ]
Automatic Number Generation
—Quote Number Definition When to create numbers

Curert Date— + | Append>>|[ 4]

Sequence Number

When adding first Lineit
otatic Text Insert >> . en adding first Lineitem LI
Ll Remove | string-

—P0O Number Definition rInvoice Number Definition

Current Date ~| Append>> || [[Cumert Date ol | Errerd s N
Sequence Number | t>> '_I Sequence Number ‘J —IE%
Static Text L= 2| | [fstatic Text L -

LI Remove | string- j Remove | string-

Figure 4-5: Rep Firm Preferences Tab

The Preferences Tab is made up of two separate sections. The top section is used to specify
custom formats for your printed reports. The bottom section contains the controls for configur-
ing an autonumbering system for your company’s quotes, purchase orders and invoices. The
information below deals with configuring an autonumbering system. For information on how
to specify custom formats for reports, please see Chapter 5.

2. Go to the ‘ Quote Number Definition’ section.
List of items Control buttons

Satoratic Number Generation
Quote [Number Definition -

Currerd Date _‘J Append >> |

;! Number definition appears here
Sequence Number PP
Insert >>

Static Text s
| _Femove | string. Field to enter static text

Figure 4-6: Quote Number Definition

Thelist on the left contains the items you can use to make up your custom numbers. The Con-
trol buttons allow you to append, insert, or remove itemsin your number definition. Thelist on
the right displays the items that have been inserted or appended.
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3. Select ‘Static Text’ then click the ‘Insert’ button. The Static Text item appearsin thelist on the

right.

Ytomatic Number Generation

Quote Number Definition

Append >> |

Insert >>
Ll Remove | string-

Sequence Number

1

Figure 4-7: Static Text Item Added

When you use the Static Text item, you must specify what text you want to appear in the num-
ber definition by entering avalue in the * String’ field.

. Using our current example (MyCol, MyCo2, etc.) you would type ‘MyCo’ inthe ‘ String’ field.

Ytormatic Number Generation
Quote Number Definition

Append >> |

Insert >>

LI _FRemove | stingsptyco  —— Type your text value here.

Sequence Number

i

Figure 4-8: Specifying the Text

Select the * Sequence Number’ item and click ‘Append.” PowerTrax Pro will add the Sequence

Number item after the Static Text item.

Satomatic Number Generation
Quote Number Definition

Cumrent Date _:I AEEend 35 | |Static Text A
Insert >> -
Co

Ll Remove | string-

Figure 4-9: Sequence Number Added

When you include the * Sequence Number’ item in your definition, you're instructing Power-
Trax Pro to use the next available sequence number when a new transaction is created. For
example, if the last quote number was ‘MyCo100, the next sequential number would be
‘MyCo101. See “The Sequence Number Editor” later in this chapter for information on how
to specify where your number sequences begin.

Thelast step isto specify when the quote, purchase order, or invoice number will be generated.
PowerTrax Pro can generate a sequential number when the user selects a transaction type, or
when the user adds the first line item to a transaction.
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To specify when a number is generated:

6. Click the ‘When to create numbers pull-down list and select an option.

When to create numbers

|Select Zl

Figure 4-10: When to Create Numbers

The Order of Items

It'simportant to note that top-to-bottom ordering of the number definition items determines how
your number definition will look. Using the example shown in the following illustration, the top-
to-bottom order of items would produce text followed by a number (MyCol).

Stomatic Number Generation
Quote Number Definition

Cument Date ;’ Append >> | [Static Text - The order of these items determines
Insert >> | = how the finished number will look.
Co

Ll Remove | string-

Figure 4-11: Text and Number
If you change the top-to-bottom order of the items in the right hand list, you change how the fin-
ished number definition will look.

Satomatic Number Generation
Quote Number Definition

Cumrent Date LI Append >> — Changing the order of items

Insert >> [ |Static Text i changes the finished number.
v | _Remove | sting- sty Co

Figure 4-12: Changing the Order of Items

For example, putting the sequence number first, followed by the static text asin the illustration
above, would produce 1MyCo, 2MyCo, and so on.

You use the ‘Append’ and ‘ Insert’ buttons to determine the order of theitemsin your definition.
Whenever you add an item from the list on the left to the list on the right, that item becomes the
currently selected item in the right list.

Yatomatic Number Generation

Quote Number Definition

Append >> —— Newly added item is selected.
Sequence Number B
Insert >> - I

LI Remove | string-
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When you select the next item to be added:

Clicking ‘Append’ will append the next item after the item that’s currently selected in the right
hand list.

Clicking ‘Insert’ will insert the next item before the item that's currently selected in the right
hand list.

The Sequence Number Editor

PowerTrax Pro’s default numbering sequences for each data table begin at the number one (1). For
example, when you add your first contact record, that contact would be record 1. The next contact
you add would be record 2, and so on.

Asthe Administrator, you can change the default sequence so that your records start at a different
number. For example, if you're switching to PowerTrax Pro from another database, you probably

aready have anumber of quotesin the old database. Suppose that the last quote in the old database
is quote #100. You'd want you first PowerTrax Pro quote to be #101, not #1.

Note  Werecommend that you only change your numbering sequences under the supervision of Soft
Solutions technical support.

Changing the start of your number sequences is done with the Sequence Number Editor.

1. ChooseFile > Administration from the main PowerTrax Pro menu bar. The Administration

dialog appears.
Administration... 2|
Password Editor 3

Edit Help Message

List Management

Remove User

Message Monitor

Update Query Engine data
Reset Sequence Numbers to Hig

H
Cancel | OK I

Figure 4-13: Administration Dialog

2. Select * Sequence Number Editor, then click ‘OK.” The Sequence Number Editor appears.
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List of Tables

Sequence Ilumber Editor... 2l

Group Name: Next Number:

| Next available number
for the selected table

“Table 003
Table 004 Reuse:
Table 005

| pdd..
Table 006 —I
Table 007
“Table 003 [elete |
Table 009
Table 010
Table 011 =
Table 012 | [

I
|

Name of selected table
Figure 4-14: Sequence Number Editor

The numbered list on the left shows each table in the database. When you select atable, its
name appears below the list and the next available record number for that table is displayed in
the *Next Number’ field.

By default, sequence numbers for each table start at 1 and increase by 1 each time arecord is
added. To change the starting number for any table:

1. Select the table you want by clicking its number in the list.

2. Enter the number you wish to use in the ‘Next Number’ field. For example, if you want the
next available record number to be 75, enter * 75" in the * Next Number’ field.

3. Click ‘Done' to update the numbering sequence.

Note  When you change a numbering sequence it only affects the numbering for the selected table.
The numbering for all other tables remains the same.

Adding your Cost of Goods

If you're areseller or abuy/sell rep, use the Principal Prices Tab to specify your cost when buying
product from your suppliers.

Note Principals and their corresponding price schedules must be added to your database before you
can assign a price schedule to your rep firm. See Chapter 2 of your Power Trax Pro User’s Guide
for details about how to add principal information and price schedules.
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Once principal information and price schedules are available:

1. Click the Principal Prices Tab on the Rep Firm input form. Initially, thelist of pricesis blank.

% Address @SalesTeam % Principal Prices | &, Preferences

o o0
Principal Price Schedules

il Principal I Price Schedule | Date Opened | Status

]
4 o

Product Prices

ol

Principal | Product Name [ Product Number [ Price - 1 | Max Price

4 of]

Figure 4-15: Principal Prices Tab

2. Click the'Add’ (+) button. A list of principa price schedules appears.

Please select Principal Schedule(s):

Principal ISchedule Name |

IDenticard Systems, Inc.  Marketing

GYYR, Inc List 3 —
GYYR, Inc c 7

GYYR, Inc D S

GYYR, Inc E )

GYYR, Inc H 8

GYYR, Inc S 9

Elmo Mfg. Corp. List 10

Elmo Mfg. Corp. 1-11 1

Elmo Mfg. Corp. Micro 1-3 28

Elmo Mfg. Corp. 12-23 13 ]
Elmo Mfg. Corp. 24+ 14 l o
4 4

[ Cancel ] |[ Select ]|

Figure 4-16: Principal Price Schedules

3. Select the price schedule you want, then click the ‘ Select’ button. The price schedule now
appearsinthelist onthe Principal Prices Tab. A list of that principal’s products and appropriate
prices also appears.
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) Address | ‘@ SalesTeam o Principal Prices | A Preferences | _}, Logo |

Principle Price Schedules

CEJI Principal

] Price Schedule | Date Opened | Status

Bmo Mfg. Corp. bl Prices

[
kil

Product Prices

06079 Active

4l
of

Principal | Product Name | Product Number | Price - 1 | Max Price

Bmo Mfg. Corp. S mm Ring CSto C 0103 $5.00 .04
Bmo Mfg. Corp.  Flush Ceiling Mounted Housing ELB-1210 $398.00 $400.00
Bmo Mfg. Corp.  Rack Mount for 1202E ERM12h4 $.00 $.00
Bmo Mfg. Corp.  SE361 9214-C$ $228.00 $305.52
Bmo hifg. Corp.  SE420 9671-1 $205.00 $256.00
Bmo Mfg. Corp.  Test “Wolume Pricing 1234 $99.50 $100.00

7]

LI

Figure 4-17: New Schedule Added

Click the ‘ Save’ button to save your changes.

4-11
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Custom Formats

Introduction

Note

Each company’sinformation needs are unique, so PowerTrax Pro gives the database Administrator
the ability to customize the display and print layouts for quotes, orders, invoices and purchase
orders. For example, you can specify that an ‘ on screen’ quote form shows a quantity, size, color,
price and commission amount for each line item.

Quantity | Size ] Color ] Price ] ExtendedPrice ] CommissionDue

Ld [»

Figure 5-1: Quote Transaction Form Showing Commission

Obviously you would not want a commission amount appearing on the printed quote that gets sent
to a customer, so you can specify that the print format of the same quote form will not show the
commission amount.

Quantity | Size | cotor | Price | Extendedprice

Ld >

Figure 5-2: Quote Transaction Form Showing No Commission

Each type of transaction—quotes, orders and so on—can have multiple display formats and multi-
ple print formats. You specify these different formats in the Format Definitions table.

The Format Definitions feature can only be accessed by the database Administrator.

Defining a Format

To define aformat:

1. Click the ‘Format Definitions' button on the Navigation Palette. PowerTrax Pro displays alist
of all available Format Definitions.

2. Click the*Add’ (+) button at the bottom of the Formats list screen. The Format Definition input
form appears.
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Primary Table [Line_ltems - Orders | Forit Size |g vI
Format Name lNew Format Font Name I vI
Format Type |;.\|| Types ;'
Usage {* Display { Printing
Available Fields: Selected Fields:
Table Field Table Field Label Format Width
F’rincipaI_H'ID_F’rinn:ipaI_HC A

Principal_H| UserlD
Principal_H| Principal_HQ_N
Principal_H| PAddress1
Principal_H| PAddress2
Principal_H| PAddress3

Principal_H| PCity ﬂ j
(" Decending (" Decending ¢~ Decendin

Clear Sort |

Figure 5-3: Format Definition Input Form

. Click the‘Primary Table' field and select either the ‘Line_ltems - Orders tableor ‘Line_Items

- Invoices' table. The contents of the ‘Available Fields' list will change depending on which
table you specify.

To create a new format definition for use with a quote, order, reseller quote, reseller order, or
purchase order, select the ‘Line Items - Orders’ table. If you select the ‘Line_Items - Invoices
instead, your new format can only be used for invoice records.

. The‘Format Name' field is highlighted. Enter a name for the new format here. To make it eas-

ier for your usersto identify the format it's recommended that you use a descriptive name. For
example, “ Quote w/commission” or “Quote w/o commission.”

Next, specify the type of transaction that this format will be used with by selecting an option

from the ‘ Type' pull-down list.

IAII Types Z|

Order
Purchase Order
Quote
Reseller Order
Reseller Quote

Figure 5-4: Format Types

If you select the ‘ Quote’ type, your Format Definition will only be available when a user cre-
ates a Quote transaction. If you select the * Order’ type, the Format Definition will only be
available when a user creates an Order transaction, and so on.
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6. Specify whether the new format isto be used for display or printing by clicking either the
‘Display’ or ‘Print’ radio button. If you select the ‘ Print’ option, the ‘ Print Mode' pull-down
list appears, allowing you to select either the * Portrait’ or ‘ Landscape’ option.

Print Mode |Landscape =

Figure 5-5: Print Mode Options

7. Specify afont size and font for the information in your format by selecting items from the
‘Font Size’ and ‘ Font Name' pull-downs. These settings determine how the line item informa:
tion will appear when a user creates a transaction record using this Format Definition.

Font Size Ig Ll
Font Name IGeneva LI

Figure 5-6: Font Options

Selecting Fields for Display

The ‘Available Fields' list shows the names of all fields that are available for display. The ‘Field’
column shows the name of the field. The ‘ Table' column shows which table the field belongs to.

Available Fields:

Table  |Field y
Line_ltems| ScheduledDate
Line_ltems| ShipDate
Line_ltems| Status
Line_ltems|Quantity
Line_ltems| InventoryQuant
Line_ltems| Price
Line_ltems| ExtendedPrice
Line_ltems| Comments v

L

1]

Figure 5-7: List of Available Fields

Each field selected from this list will appear as a column in the ‘Line Items' section of the corre-
sponding transaction input form. For example, if you select the Part Number, Quantity, Price, and
Extended Price fields, the ‘Line Items’ section of the Orders input form would look like this:

Part Number Quantity | Price ExtendedPrice |

L 3

Figure 5-8: Part Number, Quantity, Price, Extended
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If you were to select the Quantity, Size, Color, and Price fields instead, the ‘Line Items’ section of
the Orders input form would look like this;

Quantity Size Color Price \

L []

Figure 5-9: Quantity, Size, Color, Price

To include afield in your format:

1. Click and drag it from the ‘Available Fields' list to the * Selected Fields' list.

Click the field... ...drag it over... ...and release the mouse button...
Available Fields: Selected Fields:
Table Field Table Field Label Format

Line_ltems| ScheduledDate
Line_ltems| ShipDate i
Line_ltems| Status B
Line_ltems|Quantity
Line_ltems| InventoryQuant:
Line_ltems| Price
Line_ltems| ExtendedPrice
Line_ltems| Comments

1>
R

\

1|

v
...the field now appears in the ‘Selected Fields’ list.
Available Fields: Selected Fields:
Table Field Table Field Label Format

Line_Items| ScheduledDate |a| [[IREESREHENTETIGN :Quantity
Line_ltems| ShipDate |

Line_ltems| Status
Line_ltems| InventoryQuant:
Line_ltems| Price
Line_ltems| ExtendedPrice
Line_ltems| Comments
Line_ltems| PartNumber v

il

Figure 5-10: Selecting a Field

2. Repeat thisfor each field that you want to have as a column on your input form.
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Formatting a Column

Each selected field can aso have a specific data format assigned to it. For example, if you've
selected the ‘ Total’ field to appear on an Order input form, you might want the data in the resulting
column to show a currency symbol and two decimal places.

1. To specify aformat for afield, first click thefield in the * Selected Fields' list, then click the
pull-down icon and select one of the available formats.

2. To specify the width of the column that will appear on the input form, double-click the cell in
the ‘Width’ column to select it, then type the new value and press Tab.

Shows the format for the selected field. Click here to

| choose a format.
Label Format | Width |
Total $EEE EXE #4000 > 25 t_

Double-click this cell to
specify a new column width.

Figure 5-11: Formatting a Column

Specifying a Sort Order

You can aso specify how the line items on the transaction input forms will be sorted. Suppose
there are four line items on a Quote input form. You could sort them by price or product name or
commission amount, or by all three. The figure below shows the line items sorted by price.

# | Principal Product Qty |Price Comm. Due|Extension ‘

1
GYYR, Inc FT2004T 1] $1,195.00 $59.75| $1,195.00
Elmont Mfg. Corp. |MN-421E DSP Color Camera 1| $2,100.00 $105.00 $2,100.00
Elmont Mfg. Corp. |UN411E Color Camera 1| $3,300.00 $165.00 $3,3200.00

2
3
4

Figure 5-12: Items Sorted by Price

By simply specifying anew sort order on the Format Definition input form, the same Quote input
form shown above would show the line items sorted by principal.

| ® |Principal Product Qty |Price Comm. Due|Extension ‘
3 1| $2,100.00 $105.00 $2,100.00
4 |Elmont Mfg. Corp. |UN411E Color Camera 1| $3,300.00 $165.00 $3,3200.00
2 ‘GYYR, Inc FT2004T 1) $1 ,L195.00 ‘ $59.75 |  $1 ,L195.00
3 | Kalatel KTS-2 1| $s3800) $4.40 | $88.00 |
w
4| »

Figure 5-13: Items Sorted by Principal
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To specify a sort order:

1. Click thefield you want to sort onin the ‘ Selected Fields' list and drag it to the first * Sort by’

field.
Click and drag a field to the ‘Sort by’ field
Available Fields: Selected Fields:
Table Field ' Table Field Label Format

Line_ltems| InventorylD a | | Line_ltem:SortSequenceNuy *
Line_ltems| ExpectedDate PrincipalZ Principal_HO_E Principal

Line_ltems| ScheduledDate Products :Product_Name : Product
Line_ltems| ShipDate Line_ltem: Quantity Qty
Line_ltems|Status Line_Item: Price {Price igrew sae #2000
Line_Items| InventoryQuant | | [Li ne_ltemiCammissionDuei Comm. Due Faaa e 22000
Line_ltems| Comments = w ExtendedPrice :Extension Faaa e 22000
Line_ltems| PartNumber ‘_2/
sort by (GGG @) Ascending then | | @ Ascending then |

(0 Decending (0 Decending

I l’ln-...l'n-‘-l
Figure 5-14: Specifying a Sort Order

2. Click the ‘Ascending’ or ‘Descending’ radio button to specify the sort direction.

3. You can specify up to three separate sorts. If you want to clear the sort order you've created,
click the ‘Clear Sort’ button and start again.
4. After you've configured your Format Definition, click the ‘ Save’ icon to save the new record.

When a user creates a new transaction record, the new Format Definition will appear in the list of
Format Definitions on the appropriate transaction input form.

Display Format: il Types 52 ~]

Sullpiztributor Quote
Internal Quote
Reseller Quote

Figure 5-15: List of Format Definitions

For information on using Format Definitions with input forms, see Chapters 10 and 11 of the
Power Trax Pro Users Manual.

Custom Formats for Reports

PowerTrax Pro comes with a set of built-in reports that you can use to view your data. These
reports have default settings for attributes such as the body font and font size for the report. The
Administrator can change these default attributes to customize the look of a printed report so that it
matches your other business documents.
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To customize the attributes of areport:

1. Click the Rep Firm button on the Navigation Palette to open the Rep Firm table.
2. Double-click your Rep Firm record to open it, then click the Preferences Tab on the Rep Firm

input form.
- Address ‘@SalesTeam =% Principal Prices Ah Preferences }Logo
Report Definition
Body Font | ~] [ Overmide Defau?
Footer |
Footer Font | | Styles | >l & | ~|
Sutornatic Number Generation
—Quote Number Definition WWhen to create numbers
Cument Date AI AEEend 3 AI
Sequence Number Select
Setie Tooe Insert >> =l | =l
j Remove
—P0O Number Definition rInvoice Number Definition
Cument Date AI AEEend 33 ;I Cumrent Date ;l AEEend 33 -
Sequence Number | t> Sequence Number | t>s
Static Text nsei>> | v | | |[static Text —nsert>> | v
Ll Remove | string- LI Remove | string-

Figure 5-16: Rep Firm Preferences

Thetop half of the Preferences Tab contains the controls for customizing reports. The bottom
half contains the controls for configuring automatic number generation for quotes, PO’s and
invoices. For information about automatic number generation, please see Chapter 3 of this
manual.

3. Click the ‘Body Font’ pull-down list and select the font that you want to use in your reports.
The available fonts depend on which fonts are installed on your compuiter.

4. Click the ‘Override Default’ checkbox to tell PowerTrax Pro to use your new settings rather
than the default report settings.

To add a custom footer to the report:

5. Click inthe ‘Footer’ field and type the text that you want to appear in the footer.
6. Click the ‘Footer Font’ pull-down list and select the font you want to use for the footer.

7. Select the styles you want to use for the footer by making selections from the two ‘ Styles’ pull-
down lists.
8. Click *Save’ on the Rep Firm input form to save your changes.
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Introduction
The Contacts table in PowerTrax Pro is designed to store the type of Contact information that is
commonly used by most organizations: contact names, addresses, phone and fax numbers, and so
on. However, many organizations have additional information requirementsthat are unique to their
situation. A company that dealswith foreign clients might want to keep track of currency exchange
rates. Another company might want to store data about their clients' birthdays.
The Contacts table contains 18 fields that you can customize to meet the unique information
reguirements for your company. For example, if some of your company’s customers like to be
contacted by phone while others prefer e-mail, you can configure a custom field to be a
‘Contact by’ field. The person filling out the customer information can then enter the customer’s
preferred method of contact in that field.
The custom fields can be found by opening a Contact record and clicking the ‘ Custom Fields' Tab
on the input form.
(G| Activities I © nfo v/ Custom | hl Contacts | {57 Prices I @Email |

Custorn 1 | Custorn 10 |

Customn 2 | Custor 110

Customn 3 | Custom 12 )

Custom 4| Custorn 13 0

Customn 5 | Custorn 14 00000

Custormn 6 | Custorn 15 00000

Custom 7 | Customn 16 00000

Custorn § | Customn 17 ) Yes  {&) No |

Custorn 9 | Custorn 18 Yes (& Mo |
Figure 6-1: Custom Fields Tab

Data Types

Different types of fieldsin PowerTrax Pro are configured to hold different types of data. For exam-
ple, adatefield is configured to hold date values, atext field is configured to hold textual values
and so on.

The 18 custom fields are separated into the following data types:

Text (fields 1 - 10). Text fields can hold information such as a company name, an address, a
comment, or amemo. Users can enter any letter, number, or symbol from the keyboard into a
text field.

Number (fields 11 - 13). Use the number field type to store number values.
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Date (fields 14 - 16). Use the date field type to store date values. The default display format for
custom date fields is 00/00/0000. This means that the date December 7, 1963 would be dis-
played as 12/07/1963.

Yes/No (fields 17 - 18). The Yes/No field type stores values that are True or False. These fields
appear as radio buttons that can be clicked on or off.

If you're planning to use the custom fields feature, make sure the field you customize is of the
appropriate data type for the information you want it to hold. For example, if you want a custom
field to hold abirth date, you would customize one of the Date fields rather than one of the Text or
Number fields.

Configuring a Custom Field

Aswith all administrative functions, you must be logged into PowerTrax Pro as the Administrator
in order to configure the custom fields.

1. After logging in asthe Administrator, chooseFile > File Preferences from the menu bar. The
File Preferences dialog appears, showing alist of the custom fields.

Field names Field data type
Custom Fields
Show Custom Field Name Field Type
Custom 1 Text -
Custom 2 Text =
Custom 3 Text
Customn 4 Text
Customn S Text
Custom & Text
Customn 7 Text
Custom 8 Text
Custom 9 Text
Custorn 10 Text ]
Custom 11 Number s
Cancel | | OK |

Figure 6-2: File Preferences Dialog

The column on the left side shows the names of the fields. Thisisthefield attribute that you
can customize. The column on the right shows the data type assigned to each custom field. The
datatype for each field is static and cannot be changed.
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Naming a Field
Initially, each custom field has a generic name such as Custom 1, Custom 2, and so on.

To specify afield name:

1. Double-click thefield nameinthelist. An input form appears allowing you to enter a name for
the custom field.

2
E Edit the name of the custom field:
Cancel | | oK I

Figure 6-3: Naming a Field

2. Enter aname for thefield, then click *OK." The new field name appearsin the list of custom
fields.

Custom Fields

Show Custom Field Name Field Type
Custom 2 Text
Custom 3 Text
Custom ¢ Text
Custam & Tewt

3. Repeat this procedure for any other custom fields that you want to configure, then click ‘OK’ to
dismiss the File Preferences dial og.

Now, if you open a Contact record and click the * Custom Fields' Tab, you'll see the results of the
changes you made on the File Preferences dial og.

New custom field name

G| #etivities I % Info -+ Custom I Fj' Contacts | {57 Prices | @ Email I

Contact by | Customn 10 |
Custom 2 | Custom 11 |
Custom 3 | Custom 12 |
Custom 4 Custom 13 |
Custom § | Custom 14 |
Custom & | Custom 15 |
Custom 7 | Custom 16 |

Figure 6-4: New Custom Field
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List Management

Introduction

Note

PowerTrax Pro provides numerous features that make data entry tasks easier. One of these features
isthe use of choice listsfor fields that always hold one of several common values. For example,
when auser fills out an order form, the * Ship per’ field will usually befilled in with * FedEXx,
‘UPS, ‘Mail, and so on. Instead of typing the shipping method each time, the PowerTrax Pro user
can select one of those entries from alist of choices.

In PowerTrax Pro, the presence of achoicelist isindicated by asmall black triangle to the right of
afield.

Click the triangle... ...to reveal the list of choices

Shipper: | ;I Shipper: >
Arbome

UPS
USPS

Figure 7-1: Displaying a Choice List

The choice lists that are built into PowerTrax Pro are designed to be generic so that they are appli-
cable to most rep agencies. For example, the choicelist for the ‘ Salutation’ field on a Contact input
form contains the choices“Mr. ‘Mrs. ‘Miss and ‘Dr.’, while the choicelist for the ‘ Contact Type’
field contains the choices ‘ Customer’ and ‘ Prospect.

Not all the built-in choice lists will be appropriate for every rep agency, so PowerTrax Pro allows
the Administrator to customize the choice lists by adding, deleting, or changing existing choices.

You can add, delete and edit the itemsin any choice list, you cannot add or delete the choice
lists themselves. For example, you can delete the ‘Mexico’ item from the * Countries' choice
list, but you cannot delete the ‘ Countries’ choice list itself.



List Management 7-3

Customizing a Choice List

The following sections describe how to custom any choicelist by adding, deleting or editing items
within that list.

Accessing List Items
In order to access the PowerTrax Pro list items, you must be logged in as the Administrator.

1. ChooseFile > Administration from the main menu bar to display the Administration dial og.

Administration... 2|

Password Editor ;J
Edit Help Message

Sequence Number Editor

Remove User

Message Monitor

Update Query Engine data
Reset Sequence Numbers to Hig

=
cancel | oKk |

Figure 7-2: Administration Dialog

2. Select ‘List Management’ and click ‘OK, The Select a List dialog appears.

‘Ehg Select a Listto Open.. 9
List ltems
Lists

=
Cancel | OK I

Figure 7-3: Select a List Dialog

3. Select ‘List Items and click ‘OK." PowerTrax Pro will open the List Itemstable and display
all the current list item records.

List items are grouped together by their parent list. Theillustration on the following page shows
the five item for the ‘Address Type' list, grouped together.
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Items are grouped by their parent list.

List Name List ltemn ;I
Address Type Billing — _J
Address Type Home
Address Type hsiling
Address Type Shipping
Address Type Wiork —
BusinessType
BusinessType A&E
BusinessType Dealer
BusinessType Distributor
BusinessType End user
BusinessType htfar
BusinessType 0BJ
Colors Black
+ £ Fa v
Add Search Sort Show Al Show Omit Delete Done
Subset Subset
hd
KN O

Figure 7-4: List Item Records

Editing an Existing Item
To edit an existing item:

1. Double-click theitem in thelist of item records. The List Item input form appears.
2. Pressyour Tab key once to highlight the ‘ List Item’ field.
3. Enter the new item name, the press Tab again to update.

List Name  [Countries

s e e

List Name Countries

List ftem [United States — Edited ltem Name

Figure 7-5: Editing an Item

4. Click the*Save' button on the List Item input form to save your changes.
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Adding a List Item
To add anew item to an existing choice list:

1

4.

Make sure the List Item table is open, then click the ‘Add’ (+) button at the bottom of the List
Items screen. A blank List Item input form appears.

List Name I

List ftem |

Figure 7-6: List Item Input Form Detail

Enter the name of the parent list in the ‘List Name' field, then press Tab. For example, if you're
adding a new item to the ‘ Countries' choice list, enter ‘Countries' in the ‘List Name' field.

List Name  |Countries

List ftem |

Figure 7-7: Entering the List Name

Enter the name of the new choiceiteminthe‘List Item’ field and press Tab. For example, if
you want to add ‘ France' to the ‘ Countries' choice list, enter ‘ France' in the ‘Name' field.

List Name  |Countries

List ftem | France

Figure 7-8: Entering the Item Name

Click the ‘ Save’ button on the List Item input form to save the new item.

Deleting an Item
To delete an existing list item:

1
2.

Open the List Items table, then select the item you want to delete by clicking it once.

With the item selected, click the ‘ Delete’ button at the bottom of the List Items screen. Power-
Trax Pro will ask you to confirm that you want to delete the selected item.

Click ‘Yes to delete the item.
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Importing Data

PowerTrax Pro allows you to import datafrom a delimited Windowsfile. Thisis particularly useful
when you have alot of existing information that you want to add into your PowerTrax Pro data-
base. For example, if you attended atrade show and used a card swipe machine to gather hundreds
of contact names and phone numbers in a delimited text file, you can use the Import feature to
bring that information quickly into PowerTrax Pro rather than having to re-key all the information

manually.

To import adelimited Windows file into PowerTrax Pro:

1. Open thetable that you want to import data into, then choose File > Import from the Power-

Trax Pro menu bar. The Import dialog appears.

Import...

Fields from Contacts:

ID_Contacts
ID_Companies_FK

4]
ID_Custom_Fields_FK i
A4

ID_User _FK

Append >»

Insert>> |

Remove |

Fields to Import:

Field Delimiter :

Record Delimiter :

[:I Skip Header Record

Import

Figure 8-1: The Import Dialog

The Import dialog is used to specify the fields to import into (in the proper order), and

the delimiters used in the Windows file.

Selecting the Import Fields

The ‘Fields from <tablename>’ area displaysalist of al of the visible fieldsin the cur-

rent table which can be used during the import.

Fields from Contacts:

|0_Companies_FK
10_Custom_Fields_FK
10_User_FK

Salutation

First_Name

Figure 8-2: Fields Available for Import
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. Highlight each field to be imported and click on the ‘Append’ button. For example, if the file

you are importing contains the fields ‘ First Name, ‘Last Name' and ‘ Email Address’ you
would select the ‘First Name,’ Last Name, and ‘Email’ fields from the list. Each field you
select will appear in the “Fields to Import” list.

Fields to Import:

First_Name LI

Last_Name
Primary _Email_Address

[

Figure 8-3: Selected Import Fields

The“Insert’ and ‘Remove' buttons can also be used to configure the list of fieldsto
import.

You cannot import into picture or subtable fields.

Setting the Delimiters

All filesareimported in delimited form; each record is separated from others by a specia character
and, within arecord, fields are separated by another special character. The default delimiters used
by most applications are the Tab character (ASCII 9) for the field delimiter and the Carriage
Return character (ASCII 13) for the record delimiter. Not all files use these, however, and the
delimiters must be properly set for the import to function correctly.

. Inthe boxeslabeled “Field Delimiter” and “Record Delimiter” enter the ASCII values

(between 0 and 255) that are used in the file to be imported.

Field Delimiter: g
Record Delimiter: |13

Figure 8-4: Delimiter Controls

. If the * Skip Header Record’ checkbox is selected, the first record of the imported file will not

be saved. Thisis appropriate when importing afile that contains aheader record of field names.

[~ Skip Header Record

Figure 8-5: Header Record Control

By default, the * Skip Header Record’ checkbox is turned off.
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Starting the Import Process

5. Click the ‘Import’ button. The Import dialog appears.

(G2 Vendor Data % | — Macintosh ...

Bi New Vendors 2l [ Eect |

Cancel
=

Select the file to import...

Figure 8-6: Import Dialog

6. Select thefiletoimport, then click ‘Open.” A progress dialog will appear showing you the
progress of the import.

If you need to stop the import process, click the * Stop’ button on the indicator. The
import will stop but the records already imported will not be affected.

After theimport is complete, the list window for the current table will display the records that were
created by the import process.

Exporting Data

PowerTrax Pro’s data export feature allows you to export records as a delimited Windowsfile. This
feature is useful for when you want to export data to another application such as a spreadshest.

To export datafrom PowerTrax Pro:

1. Open thetable you want to export data from, then find the selection of records that you wish to
export.

2. ChooseFile > Export from the PowerTrax Pro menu bar. The Export dialog appears.
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Export...
Fields from Contacts: Fields to Export:
ID_Contacts u a
ID_Companies_FK B Append >> -
ID_Custorn_Fields_FK ’

ID_ser_FK Insert>> |
Salutation
First_Name .
Middle_Mame | Remove l —
Last_Name ¥ —_— A
Field Delimiter: [J include Header Record

Record Delimiter:

[ cancel | | ©Bqport |

Figure 8-7: Export Dialog

The Export dialog is used to specify the fields to export (in the proper order) and the
delimiters used in the exported file.

Selecting the Export Fields

Note

The ‘Fields from <tablename>' area displays alist of all the visible fieldsin the current table that
can be exported.

Fields from Contacts:

-~
|0_Companies_FK
|0_Custom_Fields_FK
10_User_FK
Salutation
First_Name
hiddle_Name
Last_Name ﬂ

Figure 8-8: Fields Available for Export

3. Highlight each field to be included in the export (in the order you want it included) and click on
the ‘Append’ button. For example, if you want to export the first name, last name and phone
number of a group of contacts, you would select the ‘ First Name, ‘Last Name' and ‘ Email’
fields. Each selected field name will appear in the ‘ Fields to Export’ list.

Fields to Export:

First_Name _A—I

Last_Name
Primary _Email_Address

[/

Figure 8-9: Selected Export Fields

Picture and subtable fields cannot be exported into a delimited file.
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Setting the Delimiters

4. Inthe boxes labeled ‘Field Delimiter’ and * Record Delimiter’ enter ASCI| values between 0
and 255 asthefield and record delimiters. The most common export format—the Tab character
(ASCII 9) for fields and the Carriage Return character (ASCII 13) for records—is the default.

Field Delimiter:
Record Delimiter: |13

Figure 8-10: Delimiter Controls

The ‘Include Header Record’ checkbox will create a fieldname header as the first
record of the export file. This may be useful when importing the data into another
application such as a spreadsheet.

[T Include Header Record

Figure 8-11: Header Record Control

By default, the ‘ Include Header Record’ checkbox is turned off.

Starting the Export Process

5. Click the ‘Export’ button. The Export dialog appears.

|®Vendor Data % | — Macintosh ...
New Yendors 2l [ Eect
Export as:
Contacts Export {18 recs) |

Figure 8-12: Export Dialog

6. Specify the name and location of the file you are creating, then click Save. A progress dialog
will appear showing you the progress of the export.

All recordsin the current selection (whether highlighted or not) will be exported in the
order that they are displayed in the list window.

If you wish to stop the export process, click the * Stop’ button. The export file will con-
tain the records exported before * Stop’ was clicked.
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The Administration Dialog

In addition to the commands described in earlier chapters of this manual, the Administration dia-
log also contains avariety of other commands that the Administrator can execute to perform minor
maintenance of the PowerTrax Pro application. For example, if you receive an update to your Pow-
erTrax Pro application, the Administrator should perform a maintenance task called ‘ Update
Query Engine Data.’ Thistask updates PowerTrax Pro’s search engine so that it will be ableto
search any new fields or tables that might have been added to the latest version.

Administration... 2|
Password Editor ;I
Edit Help Message Change your main help message

Sequence Number Editor
List Management

Update Search Pop-up lists Update the Search Engine
Remove User Remove a user

Round Amounts to 2 Decimals

Message Monitor Use when requesting tech support

Update Query Engine data Update the search engine

Reset Sequence Numbers to Highe_I —|

| Reset autonumbering sequence
DK

Cancel

Figure 9-1: Miscellaneous Administrative Tasks

The following sections describe the * maintenance’ type commands on the Administration dialog.

Edit Help Message
When a user requests PowerTrax Pro’s built-in help system, the main Help dialog appears.

Click any topic in the list on the left to view detailed .
|0 Help... information about that topic.” | Main help message
4| |The About Box contains important information pertaining to -
Adding New Records your database. To wview the About Box select "2bout..." from
Bdministration the Help menu.
fpply Formula
Deleting Records . o )
Exporting Data When the About Box window is first displayed or when you
Help System click on the "Structure”tab the database name, version, and
Importing Data last modification date of the structure will be displayed along

Input Form with copyright information.
Locked Records

Navigation Palette
Dr;Iegrinlg Records _ﬂ Additional information such as the cument user name, number ﬂ

Figure 9-2: Help Dialog

Thetop right corner of the Help dial og displays a message giving the user brief instructions on
how to use the Help system. The Edit Help M essage command on the Administration dialog allows
the Administrator to change that message.
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To change your main Help message:

1. Choose File > Administration from the main menu bar to display the Administration dialog.
2. Select ‘Edit Help Message’ and click ‘OK." The Edit Help Message dialog appears.

IQ Edit the Help Message... _‘
l)

Help Dialog hessage:
Click any topic in the list on the left to view detailed
lnforma!ion about that topic.
Enter your own message here, or leave this
area blank to display the default help message.

cancel | [ ok |

Figure 9-3: Edit Help Message Dialog

3. Enter your custom Help message, then click ‘OK.

Remove User

For security reasons, if amember of your company leaves your employ, or is not required to use
the PowerTrax Pro application any longer, the Administrator should remove that user from the
PowerTrax Pro database.

To remove a user from PowerTrax Pro:

1. ChooseFile > Administration from the main menu bar to display the Administration dialog.
2. Select ‘Remove User’ and click ‘OK. The Remove User dialog appears.

Please select 3 User to remove...

Types
Cindy Jeffers A
Laurie Bartlett _l
Charlie Bing
Hamy Sharma
Student

[~
Cancel I [ select |

Figure 9-4: Remove User Dialog

3. Click the name of the user you wish to remove, then click * Select.” PowerTrax Pro will ask you
to confirm your action before removing the user from the database.
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Message Monitor

PowerTrax Pro can generate internal messages that help Soft Solutions’ technical support staff to
diagnose any problems that might occur.

If you experience a problem while using PowerTrax Pro and require technical assistance, the Soft
Solutions technician might ask you to display the Message Monitor.

To display the Message Monitor:

1. ChooseFile > Administration to display the Administration dialog.
2. Select the Message Monitor command, then click *OK. The Message Monitor window
appears.

From To SActive Message De!etel 0

Figure 9-5: Message Monitor Window

The Soft Solutions technical support representative will give you further instructions as required.

Update Search Pop-up Lists/Update Query Engine Data

Note

When you install an update to your PowerTrax Pro application, the Update Search Pop-up Lists
and Update Query Engine Data commands are used to update PowerTrax Pro’s search engine.

When you search on afield that uses a pop-up list, the list of choices appear in the search editor
window so that you can select a search value. If any new choice lists have been added to the data-
base, the Update Search Pop-up Lists command will add those lists to the search engine.

If any new fields or tables have been added to the database, the Update Query Engine Data com-
mand will add those fields and tables to the PowerTrax Pro search engine.

The Update Search Pop-up Lists and Update Query Engine Data commands should only be
used under the supervision of a qualified Soft Solutions technical support representative.

Reset Sequence Numbers

Note

If aproblem occurs with the automatic numbering system for your quotes, purchase orders and
invoices, you might need to use the Reset Sequence Numbers command to correct the problem.

The Reset Sequence Numbers command should only be used under the supervision of a
qualified Soft Solutions technical support representative.
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