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Introduction

The TRAVERSE version 11 preview site includes a limited set of functions that provide a good
representation of the new user interface provided with version 11 of TRAVERSE. Note that it is not a
complete implementation of the software; you will be limitemlthe functions displayed on the

Favorites menu. These functioage categorized as follows:

Formbased maintenancdunctions

1 Vendor Maintenance
Customer Maintenance
Bank Account Maintenance
Iltem Maintenance

=A =4 =4

Grid style maintenance functions

1 AP Hold/Releaskvoices

1 AR Distribution Codes

1 Intercompany Accounts

i Sales Category Maintenance

Transactions

9 Accounts Receivable Transactions
9 Bank Reconciliation Transactions
1 General Ledger Transactions

1 Inventory Transactions

Reporting using SQL Server Reporting Services

9 Sales Journal

9 Customer Detail List

1 AR Open Invoice Report
9 Commission Detail List

Process functions
9 Accounts Receivable Post Transactions
9 General Ledger Post to Master

Interactive Views

1 AR Detail History Inquiry
1 AR Summary History Inquiry
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Specialty
I Business Rules
T Customer Maintenance Modified

(Includes custom fields defined with Design Studio and a sample task pane showing open invoices)

In addition to providing a good overview of the individual functions, we have specifically included a set
of ARfunctionality that will allow you to enter transactions, report on them, post them to GL and
history, and inquire into the history, providing a snapshot of a complete transactional process.
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Userln

terface

TRAVERSE provides you with the next generation of business management sdh&arser interface
includes many new personalization options and a new set of navigation and sorting tools.

Personalizing Your TRAVERSE Interface

You can now personalize the ywgiou view functions in TRAVERS®& only can you increase the font
size within TRAVERSE, but you can resize both the TRAVERSE application itself and resize the function
windows. In TRAVERSE you can also toggle between using functions as windowswrtided

view.

Resizing FontéNot enabled on preview site)

Resizing the font size increases the physical size of the TRAVERSE application as well as the size of the
font. Increasing the font size increases the size of TRAVERSE to maintain the defautaéieps the

buttons and functions. This allows you to personalize the size of the font and application to allow you to
use TRAVERSIibre easilyegardless of the monitor size or aspect raB@lowyou can see an example

of TRAVERSE using 8 point famtop of TRAVERSE using 10 point font.

A e

FEile Applications View Window Help

Application Menu

| [AP Transactions l

Accounts Payable EI ofl b M[r: X |3 Y B @
E = ~
;‘ ?r?nlzr;yacnons Transaction No = [[J Base Currency Transaction Type 8
Transactions Header || Total
Copy Recurring En =
Change Batches A JRAVERSE
@ Ti ion J I | File i View Window Help ‘V
@ Pay Invoices Repord [[22picaton Menu UAF Transactons (]|
® epol =
@ Periodic Processing | || Accounts Payable 8] | oK 4 A W W iR HNE Q -] |
@ Setup and Maintenan{ || @ inquiy Transaction No || =] [] Base Currency Transaction Type o=
@ Master Lists = Transactions
@ Productivity Reports Transactions Header |Total
Copy Recuring Entries
Change Batches Batch Code Tems Code
[ Transaction Joumals
@ Pay Invoices Location 1D Distribution Code
@ Management Reports
) Periodic Processing TaxGoop 1D [ raxable
) Setup and Maintenance L
[ Master Lists Vendor ID
& Prodicivhy Fepots Invoice No GL Period / Year /
Invoice Date PO Number
&
Re-sequence »
Quantty | Unit Unit Cost ExCost |

Favorites

| Accounts Payable

Favorites

8] Accounts Payable

tem Id [ Desciption [ Location Id [ L Account
] (]

sl R a8l Accounts R
s Bill of Material sl Bill of Material

() o) o] ) (3] o] o) o] ] [} ) o nors [ D=
sa D10 sa D10
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Resizing Windows

To change the size of the TRAVERSE application and function windows, simply move your cursor to the
edge of the window you want to resize until your normal cursor changes to a deiddd arrow See

below). Then click and drag the window to the desired size. Resizing the application and function
windows can allow you to view multiple functions within one screen.

_

You can also personalize the way you view functions by resizing applicable sections within a function.
Similar to resizing a window, move your cursor to the edge of the section you want to resize until your
normal cursor changes to a doukdaed arrow. Than click and drag the edge of the section to the
desired size.

Using the Tabbed View

TRAVERSE also allows you to use a tabbed view. The tabbed view functions similar to that of an internet
browser. As with internet browsers, you can click on one tab and the tab to a different position

within the other opened functions ordering to help streamline your operation. In previous versions of
TRAVERSE, you would have to minimize a function to get to other opened functions; however, using the
new tabbed viewn TRAVERSE, you can quickly switch between functions while maximizing the screen

space for functions.
NS 2 ", 2 W)

File Applications View Window Help v

Application Menu | [P Vendors || AP Transactions [x] |
Accourts Payable = 1ofl i X B 9IR B2 @
@ Inquiry Transaction No 00000001 [ Transaction Type |Invoice S
= Transactions
Transactions Headet | Total
Copy Recuning Entries
Charige Baches Batch Code Bip Terms Code 2%Disc 2]
@ Transaction Joumals =
& Pay Invoices Location ID CAD0D1 Distribution Code |D001
& Management Reports
@ Periodic Processing TaxGroup ID  |MN [¥ [ Taxable
=l Setup and Maintenance [ ]
Vendors Vendor ID Ace001 =
Batch Cod
i Invoice No GL Period / Year 12|/ 2008
Class Codes
Distribution Codes Invoice Date 12/12/2008 [v] PO Number
Division Codes <
Priority Codes -
Recuring Entries Re-sequence »
Tems Codes
1098 Field Indicators temid ¥ [Descipton | Llocanid | GLAccount Quartiy | Uni Unit Cost Bxt Cost
1099 Form Codes »

i) Master Lists
& Productivity Reports

Favorites

| ap| Accounts Payable

ARl Accounts Receivable

o Bil of Material

@@E}@ 4]« | Record 10f 1 | » | [i][#] =

sa D10
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Collapsing the Application Menu

In addition to using the tabbed view to maximize screen space, you can also <] thatton to
collapse the Application Menu. The functions for the selected application appear when you click on the
collapsed vertical application button. To restore the Application Menu to the default size, simply click

the EJ button.

| Fle Appications View Window Help

appicat...| [AP Vendors | AP Transactons [x] |

,
m] ]

Transaction No 00000002

Header [ Tatal |
Batch Code 1

Location ID CA000L

Vendor ID Ace001
Invoice No

Invoice Date

12/30/2008 [

Tems Code
Distrbution Code

Tax Group ID

GL Period / Year

PO Number

Transaction Type Invoice

2%Disc
D001

MN M [ raxable

®®

2008

Re-sequence »

Rem id | Description | Location 4 | 5L Account Quantty | Unt Unit Cost Ex Cost

ﬂ 40 [ 4| Record 10f 1 [+ [ [#]

I demo D18

Usingthe TRAVERSEHtérface

You can now use TRAVERSE in a more effective and efficient manner than ever before. The placement of
commonly used buttons as well as the ability to use movable and sortable columns helps to streamline
your workflow.

Toolbar Functions

Many functbons that previously required a button on a form now appear on the toolbar. The table below
illustrates the default buttons on the toolbar; however, depending on the function, you may have
additional buttons available.

Button Name Click To

A Save Save anew or edited record.

¥ First Navigate to the first record.

4 Previous Navigate to the previous record.
3 Next Navigate to the next record.

M Last Navigate to the last record.

’, New Create a new record.

X Delete Delete the selected record.

A Refresh Refresh the screen.
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User Interface

Undo recent changes to the record.
View a preview of the selected record as a report.

View a map (using your default map viewing application) of the sel
address.

Send an email (usingur default emailing application) to the selecte
NEO2NRQa SYIAf I RRNBaao

Copy the selected information.

Paste the information

Document Delivery Email or fax a document as an image or Adobe PDF document.

Note: Some of the above functions may require additional set up and/or may only work on certair

) Undo

I Preview Report

3 Map

=3 Send Mail

S22 Copy

Fr Y Paste

>
screens of TRAVERSE.
Navigating

You can use the basic keyboard shortcuts below to navigate functions and select entries.

Keyboard ShortcutFor

TAB All fields

SHIFT+TAB All fields

SPACE L

UP ARROW (v
=

DOWN ARROW (v

ALT+DOWN ARRC v

ez
ENTER v

=

Arranging Columns

To

Move the focus forward one field/checkbox.

Move the focus backward one field/checkbox.

Select or deselect a checkbox.

Scroll to the entry above the currently selected entry in combo, lool
or calendar field.

Scroll to the entry below the currently selected entry in combo, look
or calendar field.

View all available entries for the combo, lookup, or calendar field.

Select the highlighted entry for thmombo, lookup, or calendar field.

When viewing information in a table, you can arrange the columns in any desired order to better
streamline them for your viewing purpaselo arrange columns, click on the heading of the column to
move and drag the heading to the desired location among the other headings.

Sorting and Filtering

Once you have arranged the columns to your liking, you can then sort the columns to grougeand fil
the data. You can sort and filter the columns by rigltking a column and using the functions outlined

in the table below.

Button Name
zl Sort Ascending
2l Sort Descending

Select To

(2Nl GKS a8t SOGSR O2f dZyyQa RI
Note: You can also accomplish thésk by clicking the column
heading until the® appears.

{2NI G(KS a8tSOGSR O2f doryQa RI

9
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Note: You can also accomplish this task by clicking the column
heading until the¥ appears.

Clear Sorting Remove all sortingptions and revert to the default view.

Group By This ColumiGroup the identical entries from this column into a single group.
Note: If you group by column entry, you can righick on the
grouped column heading to select from the options outlinethis
table as well as Full Expand (expand all of the grouped entries),
Collapse (collapse all of the grouped entries), or UnGroup (undc
grouped entry).

oy Column Chooser Open the Customization window. Proceed to click and drag colu

to thiswindow to remove them from the screen. Click and drag
columns from this window to place them back into the table.
Note: You can also accomplish this taskcbgking on the heading c
the column to remove and drag the heading to the bottom of the
screenaR NBf S asS 2y 0S &2 dz2NJ OdzN& ¢

H

A % 4 A x

= Best Fit |l Redzali GKS aStSOGSR 02t dzvy i
74 Clear Filter Remove all filter options and revert to the default view.
v Filter Editor See theFiltering Across All Columasction for more information.

Best Fit (all columns) Adjust all columns to best view all of the data at once.

Filtering by an Individual Column

To create a filter foa single column, click the funnel icon that appears once you (ieocgursor in the
desired column and select a filter option from the dropdown mé8aeTablel). From this dropdown,
you can also select from the entries in the selected column to group the column by the selected entry.

Select To
(Custom)  Enter criteria for filtering the selected column.

Note: View the following paragraph for additional information.
(Blanks) Display only entries with blank information in the selected column.

(Non blanks)Display only entries with information in the selected column.
Tablel

If you selec{Custom) the Custom AutoFilter function appears. Select up to two filtering criteria for the
selected column from the dropdown menu s (Seble2), then enter a string of text or numbers to
complete the condition before clickir@K

10
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User Interface

ftem d BL ‘ ;
l | Custom AutoFilter @
» \
l— { (Blanks) Show rows where:
(Non blanks) Location Id
equals (v
f ~
| equals
| does not equal =
|is greater than
|is greater than or equal to Cancel
|is less than ‘ [ R
S is less than or equal to m
Table2

Filtering Across All Columns

To create a filter across all columns, use the Filter Editor function to create a filtering condition (See
Sorting and Filterinépr how to access the Filter EditoA.filter condition can consist of up to four
options. Each option within the condition appears as a different color to help distinguish it from the
other options,Red Tex[Blue Text]Green Texkgray text>The instructions below illustrate how quickly
and easily you can build a condition.

1.
2.
3.
4.
text component.
5. ClickApply.
6. ClickOK
Button Name
® And
@ Or
@ Not And
@D Not Or
L 5 Add Condition
= Add Group
# Clear All
Table3
Button Name
= Equals
- Does not equal
> Is greater than
P Is greater than or equal to
< Is less than
< Is less than or equal to
a Is between

Select how to group values by clicking the red text comporteee{able3).
Select a column heading to filter by clicking the blue text component.
Select the filtering criterion by clicking the green text compon&atalabled).
Enter, if applicable, a string of text or numbers to complete the condition by clicking the gray

11
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AL Is not between
abc Contains

ach Does not contain
[alb Begins with

ble] Ends with

a%c Is like

a%c Is not like

2 Is blank

2 Is not blank
oo Is any of

o Is none of
Table4

Using the Lookup Field

With the introduction of the lookup field EI) you can now move columns, sort, and filter available
entries using the methods discussed above. After clickingtimea lookup field, all available entries for
the selected field appear.

Unlike columns of data, columns of lookup entries allow yosetarch for specific items by typing a
string into the filter field under each of the headings. The lookup will then only display, if applicable,
entries meeting the entered search criteria.

12
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Reporting
Personalizing Reports

You can also personalize theywyou view reports in TRAVERSE. Reports now allow you to select criteria
to display in the report before printing as well as show the username of the person who generated the
report. Depending on the report, you can select to include a range of datdemt sehether to display

certain criteria within the report.

Filtering Report Pick Screens

You can use the Data Filter from report pick screens to build a condition to filter the generated report. A
filter condition can consist of up to four options. Eagion within the condition appears as a different
color to help distinguish it from the other options, Black T@&ktie Text|[Green Texikgray text>The
instructions below illustrate how quickly and easily you can build a condition.

Select how to groupalues by clicking the black text componeBe€Tableb).

Select a field to filter by clicking the blue text component.

Select the filtering criterion by clicking the green text compon&atel able6).

Enter, if applicable, a string of text or numbers to complete the condition by clicking the gray
text component.

Click the® icon to add additional conditions if applicable.

Use thePrint, Preview, or Resetbuttons to generate the report or set all fields to their default
values.

b

o o

Button Name

{4)) And

v Or

@ Not And

@@ Not Or

L8 Add Condition

=+ Add Group
Clear All

Table5

Button Name
Equals
Does not equal

;

> Is greaterthan

& Is greater than or equal to
< Is less than

< Is less than or equal to

a Is between

AL Is not between

abc Contains

porn Does not contain

B Begins with

13
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blc] Ends with
a%c Is like

auc Is not like

2 Is blank

2 Is not blank
o Is any of
oo, Is none of
Table6

Using Reports

You can now use reports in TRAVERSE in a more effective and efficient manner than ever before. Some
reports feature sortableolumns as well as the ability to expand sections to gain additional information

2 NJ &8 o Bort a column, click the column heading to sort the data in ascending or descending
order. If you generate the Summaryew of the Customer Detail Lispy can see an example of sortable
column headingsTodritR2 6y 'y AGSYzZ Ot A01 GKS wbQ A02y ySEI
information. If you generate the Summary view of the AR Commission Detail List, you can see an

example of drildownitems.

Reporting Toolbar

ThePrint, Preview, andResetbuttons now appear on the top toolbar of the reporting functions.

Button Select To
¢z Print Print the report.

Preview the generated report.

Note: Seethe Preview Toolbasectionto view the available
functions on the preview screen.

Set all fields to their default values.

Preview Toolbar

When viewing the generated report preview, use the following bustom perform the described
functions.

Button Name Select To
Print Print the report as it appears on the screen, including any
columns sorted, expanded sections, etc.
Print Layout Change the layout of the screen before printing.
Page Setup Setupadditional printing options.
Export QELRNI GKS NBLERNI Ayidz2z aiON

Note: Exporting the report retains the formatting in both form
and the interactive content in the Excel format.
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