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Purpose and Scope Chapter 1

Purpose

The purpose of Implementation Essentials is to guide you through the use of all
the other implementation tools you have received. Consider this the master
document to explain how to use the other implementation tools, which order they
will be used, and at what stage of your VISUAL Manufacturing implementation
you will be referring to them. In short, this guide will be your key tool in making
your implementation as efficient as possible.

Scope

This document will confine its scope to the Manufacturing, Finance, Payroll and
Human Resources areas of VISUAL. While we will supply some pointers on what
to do after you go live, the primary focus of the Implementation Toolkit is to guide
you through your implementation related activities from the day of purchase to the
day you go live. However, once going live, you should have a complete set of
Standard Operating Procedures in place and the tools to keep them alive for the
entire life of VISUAL Manufacturing.

Related Documents

Implementation Workbook

Information System Documentation

Standard Operating Procedure

Standard Reports (for VISUAL Manufacturing)
Implementation Roadmap

Toolkit CD-ROM

Style Guide

Problem Report (Pad)

Check Sheet (Pad)
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Background

Corporate

Richard T. “Dick” Lilly, LSA President and CEO formed Lilly Software Associates
(LSA) in 1992. Dick Lilly is a veteran solutions provider for the manufacturing
and financial software industries. A long-standing advocate of the use of technology
to serve the business needs of manufacturers, Dick Lilly formed Lilly Software
Associates with the sole purpose of bringing to market an integrated software
solution that would provide all of the mission-critical functionality required by
manufacturers competing in today’s global economy. Mr. Lilly’s highly successful
track record includes founding both Software International and ProfitKey
Corporation.

Lilly Corporate offices are in Hampton, New Hampshire, USA, and in more than
thirty countries on five continents through the Lilly Software Associate exclusive
distributorship, including thirty sales/services offices in US, Canada, UK, Asia,
South America, Europe, Australia, and South Africa.

Client Base

Currently there are over 1,700 VISUAL Manufacturing installations including
customers such as Xerox, Digital Equipment Corporation, Microsoft, Lockheed-
Loral, Ford, Rolls Royce, Penn United, Svedala, Hitachi, and Physician’s Mutual.
All of the installations account for over 22,000 total users.

Typical customers are Tier One and Tier Two manufacturing suppliers, job shops,
and custom manufacturers at sites with 1,000 employees or fewer.

VISUAL Manufacturing is used especially in the electronics, transportation,
machine tools, and fabricated metals industries, where engineering change
management, tight cost control, constraint-based scheduling and simulation, and
customer delivery performance are critical functions.

At the same time, the affordability, functional depth, ease-of-use, and rapid
implementation has enticed hundreds of less well-known manufacturers around
the world to purchase Lilly Software products.

2-3
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Product Development

Lilly Software is committed to securing its leadership position long-term through
significant investment in development, currently at 25% of revenue. At present,
eighteen software engineers and nine Quality Assurance engineers develop and
support Lilly Software products. Lilly Software also spends more than $5,000 per
day on outside development with third parties.

In 1998, Lilly Software is recreating its portfolio of products. While the core
products will remain similar, the Development Team is expanding the manufacturing
control system into the supply chain with VISUAL Distribution, and into the small
manufacturing arena with VISUAL Job Shop.

Inc. Magazine ranked Lilly Software as #102 of the nation’s 500 fastest-growing
companies and by Deloitte and Touche as the 27™ fastest-growing New England
software company. Lilly Software was also listed as one of Manufacturing Systems’
“Top 100 Software Companies” of 1998.
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Products

VISUAL Manufacturing

VISUAL Manufacturing is a PC-based client/server manufacturing management
solution for job shops and other make-to-order facilities.

Software is recommended for:
Repetitive Manufacturers

Custom or Job Shop

a
a
a Process Batch
a Mixed Mode
a

Engineer to Order

VISUAL Manufacturing, the flagship product in the fully integrated Enterprise
Resource Planning suite of applications, provides an integrated manufacturing
solution for companies involved in engineer-to-order, make-to-order, assemble-
to-order, make-to-stock, and mixed mode manufacturing. It provides all the
functionality needed to manage and run an entire manufacturing operation.

VISUAL Manufacturing’s unique fully integrated manufacturing execution system
technology focuses on increased throughput for maximized profitability. Optional
modules integrate seamlessly with VISUAL Manufacturing to provide enhanced,
customized solutions for productivity and quality control, engineering and
estimating, management, financials, human resources, and payroll. Total integration
of functionality provides timely, accurate information to everyone in your
organization. Starting from the design engineer, to the shop floor foreman, to the
controller, and the payroll manager.

Standard Features

Engineering Definition capabilities allow you to create engineering plans or Bills
of Material quickly and simply using a full color graphical interface and point-
and-click technology.

Job Costing features allows you to calculate, track, and report your costs.

2-5
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Quoting & Estimating features allow you to create customer quotations from existing
work orders, part engineering masters, or other quotes.

Customer Order Entry features allow you to track orders instantly and access up-
to-date information about customers.

Purchasing allows you to easily coordinate material purchases by providing online
decision support that simplifies your record keeping. It allows you to directly issue
a purchase order while viewing a Bill of Material and purchase materials directly
to inventory or a job.

Scheduling tools provide state-of-the-art functionality including finite and infinite
scheduling, forward and backward scheduling, and consideration of due dates,
priorities, and resource and material availability. Full color graphical display and
drag-and-drop editing capabilities make this a simple to use yet powerful tool.

Shop Floor Control is the result of the integration between all the features of
VISUAL Manufacturing including costing, labor tracking and reporting, inventory
transactions, and purchasing. It provides complete control of your production
process allowing you to monitor productivity and control costs.

Inventory Control provides you with the information you need to control costs and
eliminate shortages or overstocking. Parts are managed from purchase or
manufacture through to the final assembly, warehousing, and shipping. Additionally,
the physical inventory and cycle counting tools ensure accurate tracking of parts.

Centura Report Builder Report from Centura is a tool that allows you to customize
VISUAL Manufacturing standard reports. Quest Report’s intuitive interface and
cut and paste Windows technology allows you to easily modify a report or include
additional database fields from VISUAL Manufacturing.

VISUAL Messages provides Work Flow Message technology within VISUAL
Manufacturing. Using VISUAL Messages, activities are proactively driven
throughout the organization. Your predefined messages are automatically delivered
to the appropriate personnel when a specified triggering event occurs in VISUAL
Manufacturing.

Optional Features

Lilly Software Associates offers optional Product Data Management (PDM)
modules to optimize your ability to efficiently design and engineer your product.
The following modules help you achieve greater operating efficiency thereby
reducing your costs while improving the overall quality of your product:
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Enterprise Information System allows you to graph and analyze key factors and
performance trends within your enterprise.

The Master Product Configurator module is a sophisticated engineering tool for
manufacturers of complex, highly configurable products with numerous standard
and available options.

The Engineering Change Control (ECN) module provides a control and tracking
system for changes made to the standard Bill of Material and routings.

The two Computer Aided Design (CAD) modules, (DesignLink Integrator and
DesignLink Locator), provide a dynamic communication path between engineering
and manufacturing.

The Dimensional Inventory Tracking module is a tracking and control system that
manages inventory and calculates costs by viewing material in terms of its
dimensional components (For example, units of usage).

The Statistical Sales Forecasting module generates sales forecasts quickly and
easily and allows you to graph the results.

The Master Production Schedule (MPS) module generates a production plan from
your business plan.

The Material Requirements Planning (MRP) module provides comprehensive
analysis of your material situation based on your production plan. It then suggests
remedial measures when appropriate.

The Part Traceability module tracks parts through the entire manufacturing cycle
and provides stringent controls and a comprehensive audit trail.

The Bar Coding (Wedge/PC Bar Coding) module is an automated system for
recording and tracking labor using an input device.

The Data Collection (Central Labor Bar Coding) module is an automated system
for recording and tracking labor from multiple remote locations.

The Electronic Data Interchange (EDI) module allows for the electronic transfer
of manufacturing data.

2-7
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VISUAL Financials

VISUAL Financials provides you with a total enterprise solution to your accounting
needs. It consists of three modules: General Ledger, Accounts Receivable, and
Accounts Payable, which are fully integrated with VISUAL Manufacturing and
allow for the seamless transfer of information. This ensures that information is
accurate and current and eliminates the need for repetitive entry of data.

VISUAL Manufacturing modules create transactions that post to VISUAL
Financials with a click of the mouse. Moreover, you can transfer accounting
information back into VISUAL Manufacturing to ensure your manufacturing costs
are accurate. For more on VISUAL Manufacturing, read further in this section.

Each of the VISUAL Financials modules is a fully functional system within itself.
Together they comprise a powerful tool for addressing the total accounting needs
of your business. Multi-entity processing and multi-currency capabilities provide
you with the technological edge you need to compete in the global marketplace.

The Accounts Payable system is designed to automatically keep track of everything
purchased from vendors and provide you with control over company expenditures.
Standard reports in Accounts Payable inform management when payment is due,
to whom the payment is owed, and the cash requirements for paying all invoices
due. Other critical reports are provided to give information about vendor history
and uninvoiced receipts.

Accounts Payable automatically creates vouchers (based on POs), generates checks
to the vendors, and updates the appropriate General Ledger accounts. You also
have the ability to record manual checks so that they can be properly posted.

Recurring Accounts Payable vouchers can be easily set up and generated. This
saves time and trouble for those payments that are due on a regular or recurring
basis

Using Accounts Payable, you can:

0 Automatically create vouchers through POs/receipts matching.
0 Apply credit memos to open vendor invoices.

0 Create recurring vouchers and specify the frequency.

0 Specify multiple A/P accounts for an invoice.
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Automatically print vendor checks for invoices scheduled for payment.
Review extensive A/P information available on standard A/P reports.

Create journal entries for General Ledger as a result of A/P processing.

a o a Qo

Automatically update miscellaneous charges to a work order and job cost
information in VISUAL Manufacturing from A/P invoices.

Accounts Receivable provides important cash flow information vital to the effective
management of your business. It provides you with control over your receivables
by allowing you to define credit terms and limits by customer and to specify your
own invoicing and statement cycles.

The Accounts Receivable system provides you with information about your
company’s credit sales and cash receipts. This information includes what the
customer has bought, how much they owe, when payment is due, and any payments
past due. Accounts Receivable allows you to generate invoices, record payments
and prepayments, issue credit memos, and produce management reports.

Using Accounts Receivable you can:

0 Automatically generate A/R invoices from shipping activities in VISUAL
Manufacturing.

0 Specify multiple A/R accounts for an invoice.

0 Report customer prepayment and have VISUAL automatically deduct the
amount of the prepayment or credit from the invoice total.

0 Automatically generate credit memos from returns in VISUAL
Manufacturing.

0 Create credit memos for price adjustments and then apply them to open
invoices.

0 Apply cash receipts to specific customer invoices and determine how

overpayments and underpayments should be handled.

0 Review extensive A/R information available on standard A/R reports such
as Aged Receivables, Customer History, and Customer Statements.

0 Create journal entries for General Ledger as a result of A/R processing.

0 Share A/R customer payment and credit data with VISUAL Manufacturing.

2-9
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The General Ledger is the repository of all financial information for your enterprise.
It consolidates the financial information from Accounts Payable, Accounts
Receivable, VISUAL Payroll, and VISUAL Manufacturing, and additionally allows
you to record financial transactions directly within the ledger when necessary.
This guarantees that the information you use to make your crucial business decisions
is based on timely and accurate facts.

Ledger entries are created automatically in Accounts Payable, Accounts Receivable,
VISUAL Payroll, and VISUAL Manufacturing as a result of normal processing
activities such as invoicing, shipping, inventory control, billing, recording a
customer payment, or producing payroll. You control the timing of posting these
transactions to the General Ledger.

Using General Ledger you can:

0 Define a Chart of Accounts that mirrors your enterprise structure.

0 Select the G/L reporting method, either monthly, 4-4-5, 13 Period, or a
user-defined value.

0 Define multiple financial entities for consolidated reporting.

0 Create recurring journals, reversal journals, and automatic allocations

based on rules you specify.

0 Post to multiple fiscal periods (including the future year) subject to
definable controls.

0 Review financial information by printing standard G/L reports, or use the
G/L Report Writer to create customized reports.

0 Post journals created in VISUAL Manufacturing and VISUAL Payroll to
eliminate repetitive data entry and ensure data integrity.

VISUAL Human Resources

VISUAL Human Resources is a comprehensive data management and reporting
tool. It maintains vital data about applicants and employees and provides numerous
standardized reports. The flexibility of VISUAL Human Resources allows you to
track as much or as little information as you require.
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Because of its dynamic integration with VISUAL Payroll, data is shared between
the two applications eliminating the need for repetitive data entry while ensuring
consistency and accuracy.

Using VISUAL Human Resources, you can:

0 Record and track job postings, applicant information, and interview notes
and results.

0 “Hire” an applicant to automatically create an employee record in VISUAL
Payroll.

0 Automatically track Time Accrual from VISUAL Payroll earnings data.

0 Record and track employee performance, education, salary, attendance,

seniority, and grievances.
0 Use consignment tracking to monitor equipment loans.

0 Report and track accidents and workers’ compensation claims.

VISUAL Payroll

VISUAL Payroll is a sophisticated Payroll processing and reporting system. It is
fully integrated to other VISUAL applications including VISUAL Manufacturing,
VISUAL Financials, and VISUAL Human Resources. Information can easily be
transferred between these applications. This eliminates the need for repetitive data
entry and ensures the integrity of your data.

VISUAL Payroll supports all federal and state taxes. It includes state-of-the-art
functionality such as direct deposit, 401(k) plans, electronic tax payments using
the EFTPS system, magnetic media filing for the federal copy of the W-2s, and
sophisticated report sorting and timing features.

Using VISUAL Payroll, you can:

0 Automatically record earnings and hours from VISUAL Manufacturing.

0 Define earnings, deduction, tax-add to, and override codes with customized
calculations.

0 Direct deposit employee wages with an unlimited number of splits.

2-11
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Establish automatic wage garnishments with optional arrears handling.

Define multiple 401(k) plans for the company, then establish automatic
deductions for employees.

Use EFTPS to transmit tax payments electronically.

Use magnetic media filing for W2s.
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Toolkit Components Overview

Listed below is a summary of the various components of the Implementation Toolkit
and what they are used for. Later, in section three much more detail is provided on
how to use each of these tools.

Roadmap

This is a large poster that summarizes the overall implementation process.

Implementation Essentials

Implementation Essentials (this book) is the main source of information on how to
implement VISUAL Manufacturing and use the various Toolkit components.

Kickoff Presentation

A presentation to be used during the kickoff session with your implementation
team members and even the company as a whole. (Microsoft PowerPoint format)

Implementation Workbook

The Implementation Workbook is designed to be a single source of information for
each team member. The various forms are used to capture thought processes,
meeting notes, and key decisions.

Work Plan

This is a detailed breakdown of all of the tasks required to implement VISUAL
Manufacturing. Once customized, the Gantt chart is stored in the Implementation
Workbook (Microsoft Project format.)

Standard Reports Book

This book contains samples of all the standard reports in VISUAL Manufacturing
grouped by business function.
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Standard Operating Procedure Documentation

Sample operating procedures are provided that can be customized for your
company’s specific needs. Once complete, the documentation is available both
online and in printed format.

Systems Documentation

This binder documents all of the technical aspects of your system.

Documentation Style Guide

This document details the style in which all of the materials in this Toolkit were
written. It may be desirable to customize this Documentation Style Guide to reflect
the practices that you have already adopted at your organization.

Problem Report - Note Pad

These are half-sheet padded forms that are used by users to report any problems
that they may encounter throughout the life of VISUAL Manufacturing.

Check Sheet - Note Pad

These are half-sheet padded forms that are used by users to tabulate the best place
to improve the overall system by determining where the best return can be achieved.
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Types of Manufacturing
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The above diagram attempts to divide the various types of manufacturing into four
categories. Depending on which category your business falls into will affect how
you should implement VISUAL. You may produce products that fit somewhere
between the examples provided, or maybe you produce products in more than one
category. It is necessary to carefully weigh the pros and cons between choosing
one industry versus another.

Each icon represents a category. These four icons will guide you through the
decision making process in configuring VISUAL. Each option dictates how you
will set a variety of system settings in your VISUAL database.

Custom Manufacturing

Custom manufacturing systems are used to make specialized products. These
products are designed for a specific customer. Only a few products were built to
fill a need. Typically, the manufacturing cycle is an extended period of time.
Spacecraft, ships, some furniture, and clothing for special needs are custom
manufactured. Sometimes, many people will work on the same product.

2-15



Chapter 2

Introduction

2-16

Batch or Intermittent Processing

Intermittent manufacturing is widely used today for such products as wine, cookies,
chemicals, and beer. In this type of manufacturing, the product parts travel in a lot
or batch, which a specific identifier identifies. All of the items within the batch are
considered identical, but the parts in one batch are not considered identical to the
parts in another batch. Parts move from one operation to the next operation together
in a batch.

Continuous Manufacturing

When many products are needed, continuous manufacture is generally used. Parts
move down a line and each worker completes a specific operation very quickly.
Completed parts flow constantly to form the finished product.

Flexible Manufacturing

Flexible manufacturing is a hybrid type of manufacturing that combines aspect of
continuous and batch processing. This method allows companies to produce small
lots like intermittent manufacturing with the ability to use actions similar to a
continuous manufacturing environment. Thus, flexible manufacturing is seen as
the way for the future. It produces low cost parts, as they are needed.
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Company Size

Big Company

Big company characteristics:

Q o aaoaaaaq

Multi-level management

Multi divisions

More than one simultaneous VISUAL implementation
More written inter-communication

Many people wearing individual hats

More training issues

Multiple shifts

Security and uptime far more critical

Small Company

Small company characteristics:

a o a o aaq

May be owner and only a few employees

Most inter-communication is verbal

Those performing implementation are the users
Many hats worn by various people

Single plant/one division

Security is loosened and short down times have minimal consequence
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Special Attention

Checklist

This attention indicates audit or diagnostic questions to consider during the
implementation process.

Definitions

This attention indicates definitions from industry standards such as American
Production and Inventory Control Society (APICS) and CAN/CSA-ISO 8402-94.

Toolkit Form

This attention indicates that a specific Implementation Toolkit form is to be used
with the activity being described.
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Toolkit Components

This section provides detailed information on each of the Toolkit components

Roadmap

The Roadmap is a color poster showing the “roadmap” to the implementation and
a high-level project plan. This poster should be hung in the main implementation
area for VISUAL Manufacturing and your dates added, as they are determined.
This will become the company milestone / goal marker.

Implementation Essentials

Implementation Essentials is a practical handbook for implementing VISUAL
Manufacturing. The primary objective of this handbook is to provide both novice
and experienced implementation practitioners with a concise, user-friendly guide
for understanding and implementing the requirements of the VISUAL
Manufacturing system.

Kickoff Presentation

This presentation is designed to be used during the kickoff session of VISUAL
Manufacturing. Typically, once the initial stages of project organization are
complete, a meeting is held with all interested people to explain the project from a
broad perspective.

This presentation contains insight into the challenge ahead for everyone involved
with the implementation. Certain areas in the presentation, indicated by red type,
need to be customized for your particular company.

Implementation Workbook

The Implementation Workbook is a series of tools, forms, and suggestions of
customized implementation information that is tabbed in a logical sequence. The
workbook is a single source for your implementation information. Each major
team member gets one workbook (typically there are three core teams). All forms
are to aid in the implementation process and should be used to capture thought
processes, meeting notes, and key decisions. The workbook is divided into twelve
sections (tabs).
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Tab 1 - Objectives & Goals

The purpose of this section is to have defined, business oriented, project objectives
that answer the question of why your company is implementing the VISUAL
Manufacturing system. They must be real, concise objectives. A well stated objective
should be simple and easy to remember. Goals are used to support each objective
and must be measurable.

Objectives (IMP-T1-FORM110)
Goals IMP-T1-FORM112)
Tab 2 - Project Overview

This section contains a project overview taken from the high-level tasks in the
Gantt Chart. This is another management tool much like the “Road Map” that is a
high-level project plan. The project overview allows a graphical view of all major
task groups, start times, and the duration time scheduled with out the details of all
700 plus tasks.

Project Overview (IMP-T2-DOC210)
Tab 3 - Team Definitions & Contacts

The purpose for team definitions is to clearly show management leadership and
involvement. It is important to recognize that implementing a new ERP system is
amajor corporate project. Team definitions provide representation for organizational
lines, department cross-functions, and will create a champion for each of the
objectives.

Team Definition (IMP-T3-FORM?310)
Contact List IMP-T3-FORM312)
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Tab 4 - Team Meeting Notes

This section provides two important functions: recording the meeting events for
follow up discussion and determining the actions to be taken. Also, this section is
used to preserve the knowledge base generated by team meetings. Make it a habit
to use written notes for each meeting. You may want to appoint a “scribe” to keep
notes and distribute them after each meeting. Other worksheets included are
Brainstorming, Force Field Analysis, and Cause & Effect Diagrams to focus team
discussions. The contact form provides a single location for implementation
contacts.

List all key personnel for the implementation here. This list will become part of
your information system documentation after you go live.

Team Meeting Notes (IMP-T4-FORM410)
Brainstorming Worksheet (IMP-T4-FORM412)
Force Field Analysis (IMP-T4-FORM414)
Cause & Effect Diagram (IMP-T4-FORM416)
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Brainstorming Worksheet Usage

The Brainstorming Worksheet is used to record all meeting ideas and thoughts for
the purpose of preserving knowledge. It allows further discussion on any or all of
the subjects that are raised during a team meeting. An example on ways to loose
weight is presented below to illustrate the usage of this form.

—
BRAINSTORMING WORKSHEET | 4

. L
IMalm%nng rraroRMtz | a5 2001

Document Gumer (T#e & Name)

Page:
Implementation Workbook 10f1 Accountine - Des

Purpose/Scope

This Brainstorming Worksheet is used to record all meeting ideas and thoughts for the
purpose of preserving the meeting knowledge and to allow further discussion on any or all
of the subjects that are raised during a team meting.
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Force Field Analysis Worksheet Usage

The Force Field Analysis Worksheet is used to help provide a clear solution to
decisions to be made by recording driving and restraining forces, or pros and cons,
of any given topic. This will preserve the meeting knowledge and allow you to
recall the discussion that resulted in any given decision. An example on “Should I
loose weight?” is illustrated to show the usage of this form.

The things
that
compel a
"Yes"
decision
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Implementation Workbook
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decision.

Related Documents:

Topic:

IMP-T4-FORM410 Team Meeting Notes

"ACTUAL"

This worksheet is used to help resolve a conflicting decision to be made by recording
driving and restraining forces or pros and cons of any given topic. This will also preserve
the meeting knowledge and allow you to recall the discussion that resulted in any given
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The topic
being

— considered
(Usually a
question)

The things that
resist a "Yes"
decision

Tab 5 - Current Business Processes (before VISUAL)

This section documents a model of the current business processes as it exists today
before any implementation effort is taken. Current business processes are also
referred to as reference models. It is very important to understand current processes
even if they are not optimal. Documentation of current processes allows you to
study the effects of a proposed process change before making changes. It also
insures that every business requirement is properly addressed.
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Current Business Processes (IMP-T5-FORMS510)
Current Business Model (IMP-T5-FORMS512)
Tab 6 - Training Key Resources

This section is dedicated to all-training requirements and notes during the
implementation period. Ensure to focus this section on the learning requirements.
It is to be used for VISUAL class notes about implementation questions, issues,
comments and even during team meetings that concern training. After the
implementation phase, the Continuing Education section of the Standard Operating
Procedures will provide for professional growth as well as cross training of backup
personnel.

Training Requirements (IMP-T6-FORM610)
Training Notes (IMP-T6-FORMG612)
Tab 7 - Configuration Data Definitions

This section provides key company and database configuration worksheets for
data definitions that must be setup by management and the core team. These
definitions are referred to as “key”” data definitions due to the impact and operations
for both your company and how VISUAL will function.

Many of these are onetime settings and can not be changed without major re-
engineering.

Key definitions include, but are not limited to, general ledger interface accounts,
costing methods, inventory valuation, part cost rollup, and other global application
settings.

Mfg. Application Global Worksheet (IMP-T7-FORM710)
Document Auto Numbering Scheme (IMP-T7-FORM712)
Currency Worksheet IMP-T7-FORM714)

Fin Application Global Worksheet (IMP-T7-FORM716)
G/L Interface Accounts (IMP-T7-FORM718)
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Tab 8 - Static Data Definitions

This section provides many forms or configuration worksheets for all the static
data definitions that need to be setup with in VISUAL. These definitions are referred
to as static data definitions for two reasons. The data may stay the same after setup
for a few entries (like unit of measure), or the data format will stay the same for
large number of entries (like part maintenance).

Customer Maintenance Worksheet (IMP-T8-FORMS810)
Discount Codes Worksheet (IMP-T8-FORMS810-1)
Sales Rep Worksheet (IMP-T8-FORM®810-2)

Employee Worksheet (IMP-T8-FORMS812)

Earning Codes Worksheet IMP-T8-FORMS812-1)
Indirect Codes Worksheet (IMP-T8-FORMS812-2)

Shift Definition Worksheet (IMP-T8-FORMS812-3)

Part Maintenance Worksheet (IMP-T8-FORMS814)

Hold Reasons Worksheet (IMP-T8-FORMS814-1)
Product Codes Worksheet (IMP-T8-FORMS814-2)
Commodity Codes Worksheet (IMP-T8-FORMS814-3)
Shop Resources Worksheet (IMP-T8-FORMS816)
Operation Types Worksheet (IMP-T8-FORM&16-1)
Service Worksheet (IMP-T8-FORMS818)

Unit of Measure Worksheet (IMP-T8-FORMS820)

Unit of Measure Conversions (IMP-T8-FORM®&820-1)
Sales Tax Group Worksheet (IMP-T8-FORM®&22)
Vendor Worksheet (IMP-T8-FORMS824)

Warehouse & Location Worksheet (IMP-T8-FORMS826)
Warehouse Maintenance Transit Times Worksheet (IMP-T8-FORM®826-1)
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Part Trace Profile Worksheet (IMP-T8-FORMS828)
VISUAL Messages Worksheet (IMP-T8-FORMS840)
Account Worksheet (IMP-T8-FORMS850)
Allocations Worksheet (IMP-T8-FORMS850-1)
Bank Account Worksheet (IMP-T8-FORMS858)

Tab 9 - Revised Business Processes (with VISUAL)

This section documents a model of the business processes as you want them to
exist after the implementation effort. The revised business processes are also referred
to as solution models. It is important to work with these revised processes in
combination with the current processes and understand or study the effect and
impacts of the proposed changes. Provided in the “Standard Operating Procedures”
are nine “Process Flow charts” that detail VISUAL process flows. These can be
used as a starting point for your specific models.

Revised Business Processes (IMP-T9-FORM910)
Revised Business Model (IMP-T9-FORM912)
Tab 10 - Open Issues and Report Changes

This section provides a single location to maintain, track, and prioritize open issues,
reported problems and changes to reports that need to be formatted, modified, or
custom created. This is a multistep process starting with the “Problem Report” pad
sheets that are submitted by all users and collected for core team review. The core
team reviews and correlates problem reports into an “Open Issue Form”, including
logging and prioritizing. The “Check Sheet” pad is then given out to determine
frequency of occurrence and to substantiate priorities.

Open Issue Log IMP-T10-FORM1010)

Open Issue Form (IMP-T10-FORM1012)

Report Change Log IMP-T10-FORM1014)

Report Change Request Form (IMP-T10-FORM1016)
Test Plan IMP-T10-FORM1018)

Pilot Run(s) Planning (IMP-T10-FORM1020)
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Tab 11 - Company Glossary

This is a list of terms that are unique to your business or organization. When
developing process documentation and procedures, it is very important to use
consistent terms and to ensure that all personnel have the same understanding of
its meaning. When possible, reference industry standard term definitions like the
“APICS” dictionary.

Company Glossary (IMP-T11-FORM1110)
Tab 12 - Gantt Chart

A Gantt chart is a command project management tool using Microsoft Project or a
viewable only version is Microsoft Excel. This is in a template format and has a
detailed list of 700+ task assignments. You need to remove the tasks that are not
applicable to your implementation project.

Implementation Gantt Chart (IMP-T12-DOC1210)

Standard Reports Book

This book contains the entire group of standard VISUAL reports sorted by business
function. Each is identified with its report *.qrp name and the menu location from
where the report can be printed.

The purpose of this booklet is providing management a fast and easy tool to
determine what reports will best meet the need of your company. After these reports
are selected, the format and function review can begin.

The standard reports are grouped into business functions as follows:
Tab 1 - Estimating & Quoting

Tab 2 - Engineering

Tab 3 - Sales & Customer Service

Tab 4 - Material & Serving Planning

Tab 5 - Production Control

Tab 6 - Throughput

Tab 7 - Purchasing
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Tab 8 - Receiving

Tab 9 - Inventory Management
Tab 10 - Shop Floor Control
Tab 11 - Shipping

Tab 12 - General Ledger

Tab 13 - Financial Reporting
Tab 14 - Accounts Payable
Tab 15 - Accounts Receivable
Tab 16 - Cash Management
Tab 17 - Cost Accounting
Tab 18 - Invoicing

Tab 19 - VISUAL EIS

Tab 20 - Payroll

Tab 21 - Human Resources

Tab 22 - System
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Standard Operating Procedure
Documentation

The Standard Operating Procedure Documentation binder is a series of living
documents used to document your process flows, operating procedures, work
instructions, rules of operation, maintenance procedures, metrics, and continuing
education for the entire life cycle of your VISUAL Manufacturing system. These
documents will be key to successful operations after you go live. The framework is
laid out for the binder and online documents, ready for you to modify to meet your
operational needs. The Standard Operating Procedures are used to create the online
documentation system. The binder is divided into eight sections (tabs).

Tab 1 - Process Flow Overview

This Process Flow Overview chart shows the major hi-level functions in producing
a product and the associated VISUAL windows. This process overview presents
an introduction to functions as well as the window / menu terminology used to
represent that function.

Process Flow Overview (SOP-T1-DOC110)
Tab 2 - Process Flow Charts

The Process Flow Charts detail each functional area with in VISUAL available to
produce product from Quoting & Estimating through accounting and invoicing.
These flow charts are created in Visio Professional and are available for modification
to best match your company flow.

Quoting & Estimating Flow Chart (SOP-T2-DOC210)
Customer Order Flow Chart (SOP-T2-DOC212)
Engineering Design Flow Chart (SOP-T2-DOC214)
Production/Scheduling Flow Chart (SOP-T2-DOC216)
Purchasing/Receiving Flow Chart (SOP-T2-DOC218)
Inventory Control Flow Chart (SOP-T2-DOC220)
Manufacturing Flow Chart (SOP-T2-DOC222)
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Shipping Flow Chart (SOP-T2-DOC224)
Accounting Flow Chart (SOP-T2-DOC226)
Tab 3 - Operating Procedures

Operating Procedures are hi-level procedures that are set by management to
determine the company’s functional operations in producing product. Procedures
define what will be done, where and when to meet the needs of the company, but
not how. Each procedure should make reference to work instructions (tab 4) that
define how an activity is performed.

Quoting & Estimating Procedure (SOP-T3-PROC310)
Customer Order Entry Procedure (SOP-T3-PROC312)
Engineering & Job Definition (SOP-T3-PROC314)
Scheduling Procedure (SOP-T3-PROC316)

Material & Service Planning (SOP-T3-PROC318)
Throughput Analysis (SOP-T3-PROC320)

Purchasing Procedure (SOP-T3-PROC322)

Receiving Procedure (SOP-T3-PROC324)

Inventory Management Procedure (SOP-T3-PROC326)
Shop Floor Control & Management (SOP-T3-PROC328)
Data Collection Procedure (SOP-T3-PROC330)
Shipping Procedure (SOP-T3-PROC332)

Service & Repair Procedure (SOP-T3-PROC334)
Invoice Procedure (SOP-T3-PROC336)

Manufacturing Costing Procedure (SOP-T3-PROC338)
VISUAL Messaging Procedure (SOP-T3-PROC340)
General Ledger Procedure (SOP-T3-PROC342)
Accounts Payable Procedure (SOP-T3-PROC344)
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Accounts Receivable Procedure (SOP-T3-PROC346)
Human Resources & Payroll Procedure (SOP-T3-PROC348)
Tab 4 - Work Instructions

Work Instructions describe how an activity is preformed. The details to how an
activity is done depends upon methods used, skills needed, and the training required.
Work instructions should be created to ensure consistent operations for those already
trained and not as a training tool for the untrained. The more detail that is
incorporated the higher the possibility that the work instruction will not be
maintained.

Quoting & Estimating Work Ins. (SOP-T4-WORK410)
Customer Order Entry Work Ins. (SOP-T4-WORK412)
Engineering Master Design Work Ins. (SOP-T4-WORK414)
Scheduling Work Instruction (SOP-T4-WORK416)

Material Planning Work Instruction (SOP-T4-WORK418)
Purchasing Work Instruction (SOP-T4-WORK422)
Receiving Work Instruction (SOP-T4-WORK424)

Inventory Control Work Instruction (SOP-T4-WORK426)
Shop Floor Control Work Instruction (SOP-T4-WORK428)
Shipping Work Instruction (SOP-T4-WORK432)

Invoice Work Instruction (SOP-T4-PROC436)

Accounts Payable Work Instruction (SOP-T4-WORK444)
Accounts Receivable Work Instruction (SOP-T4-WORK446)
Tab 5 - Rules Of Operation

This Rules Of Operation section is intended to be a database entry guide, to ensure
consistent formatting, and entry of data throughout the entire life cycle of VISUAL
Manufacturing. The benefits of this section will be seen years after you go live.
The better the structure of your data entry the more meaningful your data will be
to you. Items covered are case sensitivity, address formatting, and G/L account
usage.
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Global Database Rules (SOP-T5-DOC510)
Quoting Rules (SOP-T5-DOC512)
Customer Rules (SOP-T5-DOC514)

Tab 6 - Maintenance Procedures

This section covers procedures that are required to maintain the database and
operational systems, but are not part of the procedures to produce product.
Maintenance procedures include, but are not limited to, database backup, restore,
reorganization, and month-end close.

Month End Close Procedure (SOP-T6-PROC610)
Reorganize Database (SOP-T6-PROC612)
Restore Database Backup (SOP-T6-PROC614)
Tab 7 - Measurable & Comparative Reports

This section is used to store measurable and comparative reports. Once your system
is live, you should start measuring your progress toward meeting your original
goals and objectives.

Measurement Tracking (SOP-T7-PROC710)
Tab 8 - Continuing Education

This section continues where training key resources leaves off from the
implementation workbook. Use this section to maintain an ongoing training program
on a regular basis. This should include training users on new software releases,
cross training users, conducting education in a broader scope than just VISUAL
and training new users.

Continuing Education (SOP-T8-FORMS810)

Information System Documentation

The Information System Documentation binder is a series of forms used to
document your network, server, and client hardware and software. The binder also
includes a correspondence section for each major support function. These
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documents will be key in technical trouble shooting of both the software and
hardware operations. This binder should become a living document and be
maintained throughout the life cycle of your VISUAL installation. The binder is
divided into the following eight sections (tabs).

Tab 1 - Network Configuration

This form is used to record the network configuration. Each time the network is
revised or changed this document is to be updated by the owner. The document
can also be used for cross training.

Network Configuration (SYS-T1-FORM110)
Tab 2 - Server Configuration

This form is used to record the server(s) configuration. If you have more then one
server, use one form for each server. Each time the server is revised or changed
this document is to be updated by the owner. This document can also be used for
cross training.

Server Configuration (SYS-T2-FORM210)
Tab 3 - Client Configuration

This form is used to record each workstation or group type configuration. Each
time a workstation is revised or changed this document is to be updated by the
service owner. This document can be very useful for technical support and licensing
information.

Client Configuration (SYS-T3-FORM310)
Tab 4 - Front End Software

This form is used to record the technical configuration VISUAL Manufacturing.
Each time a software component is updated this document is to be revised by the
owner. This document can be very useful for technical support and troubleshooting.

VISUAL Manufacturing Front-End Configuration (SYS-T4-FORM410)
Tab 5 - Back End Software

This form is used to record the back-end configuration of VISUAL Manufacturing
(i.e. database). Each time a module is updated this document must be revised by
the owner. This document can be very useful for technical support and
troubleshooting.
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VISUAL Manufacturing Back-End Configuration (SYS-T5-FORM-510)
Tab 6 - Lilly Software Associate Correspondence

This form is used to list all Lilly Software Associates’ contacts. Important contacts
and events should be indexed on page. Once indexed, place copies of the
correspondence in this tab. This will provide an accurate history of past
correspondence.

Lilly Software Associates Correspondence (SYS-T6-FORMG610)
Tab 7 - Computer Support Correspondence

This form is used to list all computer support contacts. Important contacts and
events should be indexed on page three. Once indexed, place copies of the
correspondence in this tab. This will provide an accurate history of past
correspondence.

Computer Support Correspondence (SYS-T7-FORM710)
Tab 8 - Other Correspondence

This form is used to list all other support contacts required to operate your business
that are related to this implementation. Important contacts and events should be
indexed on page three. Once indexed, place copies of the correspondence in this
tab. This will provide an accurate history of past correspondence. Be sure to also
include your company’s contract information on the form.

Other Correspondence (SYS-T8-FORMS810)

Documentation Style Guide

This document’s purpose is to clarify the standards and rules that your company
will produce printed and online documentation so that a consistency of tone, style,
and usage can be maintained throughout your documentation. The style guide is a
living document. Your documentation coordinator or group should review and
discuss the topics of this guide with all document owners and continue to revise
and clarify the information to improve the usefulness of this style guide. It includes
the covers for all binders included in the toolkit for you to customize.
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Problem Report — Note Pad

The Problem Report note pad provides a structured manner to report problems
found in software or procedures. The core team then collects and correlates them
for a formal review to determine impact and priorities as open issues. The first
pilot run may be a good time to start their use so as not to confuse training issues
with operational and functional issues.

Check Sheet — Note Pad

The Check Sheet note pad determines the frequency of problem occurrence. As a
first step in problem solving, the check sheet gathers data to substantiate priorities
in problem solving. This sheet detects patterns in the cause of an event. The check
sheet translates opinions into facts.
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Using the CD-ROM

What is on the CD-ROM?

The CD supplied in the Implementation Toolkit contains the following:

Acrobat Reader
0 Complete contents of each three-ring binder in two formats:
0 as PDF files for printing by Acrobat Reader direct from the CD
a the entire set of master documents
0 Implementation project Gantt chart
0 Online documents in PDF format used to start your Intranet

0 Implementation Kickoff Presentation

The CD provides a single source to print any of the three-ring binder blank forms
and documents directly from the CD. The CD also contains the master documents
for the three-ring binders. These master documents are to be used as templates for
your implementation. The Gantt chart lists all the tasks required during the
implementation project. The Implementation Kickoff Presentation is a great visual
aid used during your VISUAL kickoff meetings. The Online Documents are used
to start your Intranet documentation system. They are living documents that are
your standard operating procedures. These living documents go beyond the
implementation cycle. The Standard Operating Procedure Documentation is a series
of living documents used to document your process flows, operating procedures,
work instructions, rules of operation, maintenance procedures, matrices, and
continuing education for the entire life cycle of your company’s enterprise resource
planning system. These documents will be key to successful operations after you
go live. The framework is laid out and is ready for you to modify as needed to meet
your operational needs.

Installing the Software

The Implementation Toolkit CD program runs from the CD-ROM drive. The CD
is used to view and print the Kickoff Presentation, any of the three-ring binder
forms, and the Gantt chart. The CD is also used to install Adobe Acrobat Reader,
the Intranet online document (living documents), the entire set of master documents
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for the binders, and the custom formatted VISUAL reports. The online document
structure is for the Standard Operating Procedure Documentation (also called the
living documents). These documents need to be installed onto your computer
network. Then Acrobat Reader needs to be installed onto each computer that is to
have access to these living documents. The last step is to setup the reader path to
point to the network drive that contains the online documents cover page that links
all of the standard operating procedures.

You must have the CD-ROM inserted into your drive to run the setup program.
Running the Program

Insert the VISUAL Manufacturing Implementation Took Kit CD-ROM into your
CD-ROM drive. The program has an autorun feature that automatically opens the
program when you insert the CD into the drive.

Note: You must have the autorun feature enabled in Windows. To set the autorun
feature, follow the steps below.

1. Open Control Panel and double-click the system icon...the properties
dialog box appears.

2. Click the Device Manager tab.

W

Under the computer icon, locate the CD-ROM icon and double- click it
to open the drop-down for the CD-ROM devices installed.

4 Select your CD-ROM.

5 Click Properties. Your CD-ROM properties dialog box appears.

6. Click on the Settings tab.

7 In the options section, insure Auto insert notifications check box is selected.
8 Click OK.

To run from Windows Explorer, go to your CD-ROM drive and select it.

Note: If you exit by mistake, open and shut your CD-ROM drive to restart the
autorun program.

You must have Adobe Acrobat Reader installed on your machine to be able to view
the files contained within this program!
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If you do not have Microsoft PowerPoint, Excel, or Word free “viewers” are
available from Microsoft’s web site at: http://www.microsoft.com.

Navigating the CD-ROM

With the Toolkit open, pass your cursor over the three books. You will notice the
books change color and a text box containing the name of the book appears. When
you have located the appropriate book, click on it to display a scrolling text box
containing the tabbed sections and titles for that book. Click on a tab folder to
display the contents. Then click on any document with in that tab and Adobe Acrobat
reader will open your selected document.

For information on using the Adobe Acrobat Reader, click the help menu.

To exit the Toolkit CD, click on the Exit button at the bottom of the window.

Programs Required

Software Programs used in the Implementation Toolkit:
Adobe Acrobat 4.0

Microsoft Word 97

Microsoft Excel 97

Microsoft PowerPoint 97

Microsoft Project 95
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Visio Standard

The Adobe Acrobat program provides a tool for universal document exchange.
You can use Acrobat to publish virtually any document in Portable Document
Format (PDF). Acrobat Reader is the free version that can be used to view and
print PDF files. The full version of Adobe Acrobat is required to create and modify
PDF files. Documents in PDF preserve the exact look and content of the originals
complete with fonts and graphics.

They can be distributed by e-mail or stored on the World Wide Web, an intranet, a
file system, or a CD-ROM for other users to view on Microsoft Windows, Mac OS,
and UNIX platforms.
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All the documents created in Microsoft Office can be opened, modified and re-
saved in other office suites like Lotus. If you do not have PowerPoint, Microsoft
also has a free PowerPoint Viewer program available for download from their web
page. Due to Microsoft licensing requirements we were unable to provide the
program on this CD.

The Gantt chart was created in Microsoft Project 95 format. If you do not have
Project 95 or newer, we have also provided the Gantt chart in Excel format.
Microsoft does not provide a free Project viewer program, but they do offer Project
for a free trial period.

The Excel formatted Gantt chart will give all the task lists in order, but it does not
give the scheduling features built into Project. In addition, we also provide the
Gantt chart in PDF format for viewing and printing.

Visio Standard is the program that we used to create the process flow charts in tabs
one & two of the Standard Operating Procedure Documentation binder. These
Visio flowcharts are embedded into the Word documents and can be edited with
Visio.

Customizing your Standard Operating Procedure
Documentation

The online document structure is for the Standard Operating Procedure
Documentation (also called the Living Documents). These documents must be
customized to represent the operations of your company once they have been
installed on your computer network.

The master documents for all the Standard Operating Procedures are in Microsoft
Word format. All of the master documents are located on the Toolkit CD and are
available to be installed onto your network. The master documents should be
installed onto your network to provide one controlled location for users to save
their standard operating procedures once they have been customized to represent
the operations of your company.

The Standard Operating Procedure Documentation goes beyond the implementation
phase into the operational life cycle of VISUAL Manufacturing. By maintaining
these documents throughout the life cycle, they become “living documents”. The
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procedures provided are samples and must be modified to reflect your companies
operations. These procedures represent a base-line set of system documentation
and can be expanded into complete ISO quality system documentation. As your
company grows, so does the need for documented operating procedures.

One key for a good documentation structure is to always remember there are four
levels of documentation:

Level 1 - Management Level-Quality Manual. Level one states the policies for
each system.

Level 2 - Supervisor Level-Operating Procedures. Level two states who is
responsible for what and when does it apply.

Level 3 - Task Level-Work Instructions, Forms, & Documents. Level three states
details of how it is to be done.

Level 4 - Completion Level-Supporting Evidence. Level four states where records
are filed and maintained.

The next step after a word master document has been updated is to create the
Portable Document File (PDF) by distilling the file with Acrobat. The distilling
process is as fast and simple as printing a file. However, it does require the full
version of Acrobat.

We recommend that your documentation control group be responsible for creating
PDFs to limit the number of licenses required for the full version of Acrobat and
for ease of revision control with in your Intranet online documentation.

The last step is to update your Intranet online documents with the newly created
PDF file that was just created from the Microsoft Word master document. Moving
the PDF document into the “Online Documents” folder within your network with
the same name as the existing sample accomplishes this. As long as the same file
name is used as the original template, all document links will be maintained.

Any user can access all the updated living documents by using the free Acrobat
Reader. This eliminates the need to print, distribute and track copies of who has
what procedure.
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Setting up the Online Documents

There are many ways to create networked online viewable documents. One of the
more common ways is to use HTML code like that used to create Internet web
pages. However, HTML coding requires extensive education and dedication of
resources.

We chose a method that we believe is easy to create and maintain. The Acrobat
program has several built-in features. Acrobat creates and works with Portable
Document Files (PDFs.). The PDF files can be created from any document that
can be printed or scanned. This method allows your company personnel to continue
to use their existing and known software for document creation.

We will give you two important systems for use after the VISUAL implementation
phase and throughout the entire life cycle of your VISUAL system.

First is the framework for the Standard Operating Procedures, which are your
living documents. Second is the Online Document system that provides an easy,
fast, controlled, and secure method of providing up to date documents to everyone
in your company. Time and time again two major issues arise after initial

implementation:
1. Lack of operating procedures
2. Lack of everyone having current procedures

The Standard Operating Procedures supplied is a framework to start from. These
procedures must be changed to reflect the operations of your company. Once
modified, the next step is to update your Online Documentation system. In the
past, this would mean that many copies would need to be printed, stamped as
“controlled,” distributed, and recorded into a distribution list. Now, with the Online
Documentation system, this process is greatly simplified. With the help of Acrobat,
all that is needed to do is print to the PDF-writer to create the Portable Document
file and save it to the “Online Documents” folder on your network and your done.

How do the users view these online documents? The free Acrobat Reader can be
installed on every workstation. All the user needs to do is open their free copy of
reader to view any of the files in the “Online Documents” folder on your company’s
network, also called your Intranet system.

Note: With the Acrobat Reader users can only view and print documents.
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VISUAL Manufacturing Implementation

As with any large project, it is critical that a VISUAL Manufacturing implementation
be well managed. To that end, we will structure this discussion within the framework
of a project management approach.

The typical project management approach breaks a project into four basic phases
as the diagram below indicates. We will use this basic approach to develop our
implementation discussion.

Project Definition
Define the project

Project Planning

List tasks

Determine roles and responsibilities
Define task independencies
Develop schedule

Level resources

Calculate budget

Develop risk management plan

Project Execution
Track, control, and manage the project

Project Review
Perform post-project review
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Project Management Overview

Before we dive into the actual steps you will go through to implement your VISUAL
database, let us offer a brief overview of Project Management.

We believe that structuring your implementation around a project management
methodology will help you accomplish the most successful implementation you
possibly can.

Project management can be a tough concept to grasp. To help solidify the concept
for you, we offer some of the common project management definitions:

Picture goes here.

Definition: Project management is a set of processes, systems, and techniques for
effective planning and control of projects and programs.

Project management is the application of knowledge, skills, tools, and techniques
in order to meet or exceed stakeholder requirements from a project. This means
balancing competing demands on scope, time, cost and quality.

The essence of Project Management is deciding what we are trying to achieve,
then how we are going to achieve it.

Some of the many benefits of using a project management technique to manage a
project include:

Fosters open communication

Helps comprise specific deliverables

Keeps management and project clients aware of progress

Provides a historical account of the project and a model for future planning
Aids in scheduling subcontracted portions of the project

Helps alert team members to potential bottle necks in advance

a o aoaoaaaa

Provides basis for considering tradeoffs between resources, scope, time
and quality
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0 Easy turnover of project to a new project manager
0 Focus is on problem resolution

On the flip side here are some commonly sited negative aspects of using a project
management approach:

0 Requires too much time and extra head count

0 Creates administrative overhead and expense for the project

0 Too structured—Iimits the flexibility of the implementation

0 Too complicated of an approach—hard for the average team member to

grasp

Itis important to note that even though there are some valid negatives to the project
management approach, the team involved in the implementation really needs to
accept some level of structure in the implementation process. A structured approach
will help insure that the team is working in an efficient manner and the people with
the right skill sets are involved at the right times.

We will now offer a detailed discussion of the VISUAL implementation within the
context of the project management framework depicted in the diagram on the
previous page.

First, we will take you through all of the preliminary steps required to successfully
organize the project in the Project Definition portion. Then, once the project is
defined, we will layout a schedule for the project in the Project Planning phase.
This requires identifying the tasks and resources available, mapping them out based
on availability and dependencies, and developing a budget based on costs.

Now it’s time to get to work. The Project Execution part of the project is where
we execute our plan. More importantly, we closely monitor our progress against
the intended plan and take action where necessary. As indicated by the arrows in
the diagram, there may be times when we need to back up and adjust our plan or
even change the definition of the project.

The intent here is not to cover up mistakes and problems. Rather, it is to closely
track anything we have discovered along the way.
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For that reason, it is important to maintain a baseline copy of the initial project
definition and plan. We can then compare revised versions of the plan to this baseline
and use the baseline as a measurement device. Microsoft Project has this capability
built into the software. You can always track your initial project estimates and
compare them to how you are actually progressing. This will be especially crucial
during the first few weeks of the project. This will allow you to make a quick
judgment of how realistically you have established your time line for the work at
hand. Keep in mind that it is very difficult to “make up” time later on in the project.

Keeping a baseline will also be very handy during the Project Review portion of
the project. This is when we can look back at all that we have learned during the
implementation and reflect on the challenges that we faced and the lessons we
learned.
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Project Definition

Define the Need

It is important to note that our discussion assumes that there has already been a fair amount of
discovery completed. We assume that your organization has performed some level of needs-analysis
in order to weigh and compare a number of different systems. Now that you have selected VISUAL,
we will briefly revisit some of these issues to help you quantify what you hope to achieve with your
new VISUAL system.

To reduce the risk of project failure, a clear definition of what will and will not be achieved by each
project is essential. The first part of this is to define the need. There must be some business need, a
current deficiency, which is driving the project. It is crucial that this is quantified. Perhaps the best
way to do this is to ask a series of questions.

Some possible questions include:

0 Why are we doing this?
0 When the project is complete, what will I get for my money?
0 How can I be confident that progress will be maintained?

Answering these questions will help you decide which VISUAL modules need to be implemented
and structure the scope of your project.

Which Modules are to be Implemented?

The chart below schematically represents the entire VISUAL Manufacturing suite. Your actual
implementation will only consist of some components of this suite. Perhaps your implementation
calls for only implementing a few features at first followed by others over a fairly long period of
time. It can be beneficial to highlight the modules being currently implemented in one color and
those to be implemented later in another color. This will give the implementation team some perspective
on the effort being undertaken and give them a vision of what lay ahead. It also can help serve as
explanation of why some fields or windows that they may encounter are not being used presently.

If third party products are being implemented in conjunction with the VISUAL implementation, it is
a good idea to include those on this schematic diagram.

Once the drawing has been highlighted it is then a fairly easy exercise to delete from the Gantt chart
those tasks that are related to modules that are not being implemented.
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VISUAL Manufacturing™

Quoting and Estimating
Customer Order Entry & Management
Engineering and Job Definition
Scheduling

Throughput Analysis

Material and Service Planning
Purchasing

Receiving

Inventory Control

Shop Floor Control

Data Collection

Material Bar Coding

ECN

EDI Link

Order Management

Synchronizer

Shipping
Return material Authorization
Invoicing Bar Coding
Job Costing
Purging
Enterprise Link
Lot Trace Dimensional MRP/MPS

Master Product
Configurator
(Rules Based)

VISUAL Financials™
Accounts Payable
Accounts Receivable
General Ledger
Cash Management

Master Product
Configurator
(Parametric)

VISUAL Human
Resources™
Payroll
Human Resources

EDI Link

DesignLink

Enterprise Link

MRP/MPS

Establish Objectives and Goals

It may sound like common sense but your project will not succeed without being
driven by a set of clear objectives and goals. These objectives/goals will reinforce
your project definition and drive the direction and resource planning decisions.
The goals/objectives you establish for your implementation will help define the
success criteria for the project. Objectives are typically defined by senior
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management and reflect the purpose for which VISUAL was purchased. These are
typically things like “decrease inventory”, or “improve on-time delivery.” Goals
are established to support each objective typically by middle management or those
charged with making the objectives happen. Goals are specific targets that are
aimed at to achieve the objectives in the long term. Your goals must be stated
clearly and meet some general criteria to insure their merit.

Some criteria include:
Specific
Measurable in quantifiable terms

a
a
0 Agreed upon by all team members
a Relevant to the mission

a

Time framed

Toolkit Forms: Objectives - IMP-T1-FORM110 and Goals - IMP-T1-FORM112.

Definition: An objective is a high-level business decision which is made to steer
the direction of the business.

Definition: A goal is established by middle management to support each objective
and is viewed as a specific target.

Critical Success Factors

Critical Success Factors (CSF) are the objectives that, if all else fails, you must
meet for the project to be deemed successful. Even if all other objectives (other
than those designated as a CSF) are achieved, missing just one of these factors
deems your implementation less than a complete success. You may be successful
in individual parts of the project, but the project as a whole will fall short of the
initial specifications.

From the list of objectives, select those that are critical or key to the success of the
project. These are the items that are critical to those who will benefit from the
project and those with the responsibilities for judging success criteria (managers,
customers, members, shareholders, etc.).
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The purpose of this is twofold. First - clarify in the minds of the project team and
service managers what are the essential benefits that the project will deliver. Second,
if circumstances change within the life of the project, it is useful to see what were
the agreed success criteria at the start of the project. The project may then be re-
planned to ensure the CSFs are met. The CSFs may be formally changed, (by
Senior Managers in the light of changed circumstances), and the project redefined
and re-planned to help the team strive to meet the newly established CSFs.

Toolkit Forms: Objectives - IMP-T1-FORM110.

Establishing a Project Charter

Your project team needs a clear mission. One way to capture that mission in a
concise way is an explicit, measurable project charter. Such a charter sets broad
performance objectives and usually is articulated even before the core team is
selected. Establishing the charter first helps reinforce the message that joining the
core team includes accepting the charter established by senior management.

The Project Charter, which is the contract between the clients and developers of
the project, is the place to set the stage for the future success or failure of the entire
business project. By clearly defining scope, risk, constraints, roles, and
communication plans, confusion can be eliminated before it has started. Scope
creep is the primary problem experienced in projects everywhere. By establishing
a definitive scope document within the Project Charter, you help eliminate this
risk from the start.

You may struggle with creating a statement that captures all of your parameters
and keeping it concise. Use these examples as a guide and remember that the
longer the statement is, the more it will tend to ramble. Your readers may loose the
message due to the length of the Charter.

Kick-off Meeting

Once you have identified the key members of your team, it is a good idea to have
a kickoff meeting to introduce the team members to each other and establish a
positive and upbeat outlook on the project. Remember that a lot of people that are
affected by this implementation will be opposed to change and you are going to
have to do everything you can to position the project in a positive light.
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It may be a good idea to have your associate play a role in this meeting. The more
knowledge relating to VISUAL that you can have in the room the better. At the
same time, be careful that attendees don’t view this as a “we” vs. “they” situation.
It may be wise to have internal staff lead the meeting. You don’t want users to ever
view the system as something being imposed on them.

This meeting will not be the place to dive into great detail. Prepare some sort of an
overview perhaps a PowerPoint presentation. Give a very high level overview of
the project. Expose the team to the project definition, objectives and a high level
plan of the project scope.

Constraints

Projects will always have constraints imposed on them. The most common
constraints are time and money. Most project objectives are only deemed desirable
if they can be met with a finite budget over a finite period of time. These are
inherent constraints to your project. Without time and money limitations, just about
any objective (realistic or not) could be attainable.

Realizing and publishing your known constraints will be very important when
dealing with top management and your project sponsors.

These individuals will be very interested to see what you have identified that may
inhibit your ability to meet your objectives. They are also the ones to sign off on
acquiring more resources to help minimize your constraints.

Other possible constraints may include:

a Limited resources

0 Ability to secure management involvement

0 Company has never gone through a project of this scope
a Recent turnover

Risk Management

In order to manage risks we have to understand what a risk is. Let us offer a simple
definition of a risk. “A risk is a combination of constraint and uncertainty.” Let’s
use this definition to consider how you can reduce risk in your VISUAL
implementation. You will face constraints in your projects. You will also face some
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level of uncertainty as well. To this end, you can minimize the risk in the project
either by eliminating constraints (sounds like a great idea, but obviously not that
simple) or by finding and reducing uncertainty.

The diagram portrayed below, plots uncertainty against constraint. The curved
line indicates an acceptable level of risk. The types of risks involved depend upon
your specific case. Reducing either the uncertainty and/or the constraint can reduce
the risk to an acceptable level. In practice, few people have the opportunity to
reduce constraints, so most focus on the reduction of uncertainty. It is worth noting
from the diagram that total elimination of risk is rarely achieved. So we have to
consider how to manage that remaining risk most effectively.

uresnsuo)

\_/

Uncertainty

There are two stages in the process of Project Risk Management:
1. Risk assessment

2. Risk control
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Risk Assessment can take place at any time during the project. However, the sooner
the assessment takes place, the better. As a matter of fact it is a wise idea to
perform risk assessment at regular intervals through out your project. Risk Control,
on the other hand, cannot be effective without a previous Risk Assessment. Most
people tend to think that have done all that is needed once they have performed a
Risk Assessment. Far too many projects spend a great deal of effort on Risk
Assessment and then ignore Risk Control completely.

Risk Assessment has three elements:

Identify Uncertainties - Explore the entire project plans and look for areas of
uncertainty.

Analyze Risks - Specify how those areas of uncertainty can impact the performance
of the project either in duration, cost, or meeting the users’ requirements.

Prioritize Risks - Establish which of those risks should be:

0 Eliminated completely because of their potential extreme impact on the
project

0 Which should have regular management attention?

0 Which are sufficiently minor to avoid detailed management attention?

Risk Control also consists of three distinct elements:

Mitigate Risks - Take whatever actions are possible in advance to reduce the effect
of Risk. It is better to spend money on mitigation than to include contingency in
the plan.

Plan for Emergencies - For all those Risks which are deemed to be significant,
have an emergency plan in place before it happens.

Measure and Control - Track the effects of the risks identified and manage them
to a successful conclusion.
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Project Planning

A Discussion on Scope

When the nucleus of the project team is assembled, its first order of business is to
clarify the project. This requires defining the scope of the project and a strategy to
carry it out. The key to successful organization of a software implementation project
is to set realistic goals. It is okay to be a bit aggressive, but it is crucial to base your
decisions, deadlines and budgets on reality.

The magic behind doing this lies in wrestling with scope, time and resources. Try
envisioning each of these three ingredients at the side of a triangle.

Resources/Expenses

The only way to lengthen the scope of the project is to add resources, add time or
add both resources and time. As you can see changing one side of the triangle
automatically changes the other two sides.

Since many of us are most closely constrained by time and money, we need to
realize the immediate effects this has on scope. This can be a powerful image to
use when explaining the need for additional resources to meet already tight project
deadlines. This is also an important image to understand the ill effects of scope
creep.
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It is common that people will try and “stuff” additional tasks into the project plan
without considering the effects on the overall project.

Keep in mind that this a fairly simplistic model and there are other variables that
may have substantial impact on your ability to successfully utilize this model. One
variable is quality. Without considering quality, it is conceivable that you could
increase scope and have no effect on resources or time. However, the overall
implementation suffers because holes are sure to be discovered further down the
line. In such cases, the expense of recovering from such a discovery can be extremely
detrimental.

Having a wide variety of resources available is great, but what if there is no one
available to manage the resources and make sure that people are working on the
right tasks at the right time? We will talk more about this when we talk in detail
about the various roles that need to be filled in the project. The key thing to remember
is keep a close eye on progress and be able to identify inefficiencies and be able to
react quickly and correctly to rectify such situations and keep the project moving
in the right direction in an efficient manner.

As we move forward, the majority of this document will focus on resources and
scope to help you plan your project effectively. We will now lay out all of the
various tasks that will be necessary to successfully implement VISUAL and make
sure that the right people are working on the right things to implement efficiently.
Managing the project in this way will help us maximize scope while minimizing
resources and expenses at the same time.

To manage a project effectively, you must precisely define the scope of work. This
is done with precise definition of the project’s objectives and goals, clear descriptions
of all tasks required to meet those objectives and goals, and building a work
breakdown structure.

There are a number of ways that you can go about defining the scope of your
project. Brainstorming sessions are a great way to get input from everyone impacted
by the project in one way or another. Try and get everyone to list what he or she
wants to accomplish during the project without worrying how others will react to
their ideas. What is important to accomplish? Why are we doing this? Who has the
most to loose by not doing the project?
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What visibility will this project have for our vendors, our customers, and our
stakeholders? Based on the ideas and thoughts generated you can:

Write the project definition

Set an end result

List imperatives and desirables
Generate alternatives

Evaluate alternatives

Prioritize

Choose a course of action
Document the business requirements
Designate needs vs. wants

Outline phases of the project
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List the objectives and goals
SUG Techniques

Another way to realistically establish the scope of your project is by assigning a
weight to the various tasks that you want to try and accomplish during your
implementation. This can be an effective exercise right after a brainstorming session.
After generating a laundry list of tasks to be completed, classify them as Survival
(reduce inventory, shorten lead time), Urgent (Y2K) and Growth (new product
opportunity). This is an effective way to weigh the merit of each task individually.

Teams, Roles, and Responsibilities

There are many players we must consider who will be involved with this project
through the various stages of the implementation. The most obvious people are the
ones who have a hands-on role in the project and will play crucial roles in helping
to meet deadlines.

The less obvious players are those who will play the most vital roles in helping to
ensure a successful implementation. Let’s start by considering these roles.
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We have all heard buzzwords such as “Champion”, “Sponsor”, “Implementation
Coordinator”. Unfortunately, in many organizations these roles are simply
buzzwords. Filling these roles will play an integral part in the degree to which the
project is a success.

Toolkit Forms: Team Definitions - IMP-T3-FORM310 and Contact List - IMP-T3-
FORM312.

Ownership

Establishing a champion for the project could very easily be the single most
important part of your implementation. We use the word “establish” here very
loosely. He or she should not be someone who is appointed, but someone who
volunteers.

This project needs to be near and dear to this person’s heart. You are not likely to
have that sort of passion for the project in someone who is appointed. This needs
to be a person who is willing to step forward and take responsibility for the success
of the project.

Often times she or he will be a high level person who first identified a need in the
organization. She or he will be a valuable business partner for the IT staff and will
be able to drive messages through the user community.

This role needs to be filled by someone who can both measure the value to be
derived from a successful implementation as well as take responsibility for the
outcome. Essentially this person must be “somebody with some skin in the game.”

Here are some handy points to remember when selecting a Team Sponsor:

0 Secure a Team Sponsor who is an executive who can knock down team
barriers and deal with organization resistance and politics

0 Avoid a situation where the Team Sponsor is the boss of the Team Leader
(if there is one)

0 Clarify with the Team Sponsor candidate how much power the team has:
0 make recommendations only
0 empowered to implement within established guidelines
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0 Help the Team Sponsor draft a project Mission Statement that includes
why the project is important, goals, constraints, and expected project
duration

0 Decide with the Team Sponsor the right pace of the project given its

importance and availability of people and how long and often team
meetings need to be

0 Decide with the Team Sponsor if you will serve as the Team Leader or a
team member will assess the readiness of this person to lead a team and
manage a project

0 Educate the Team Sponsor on his/her role and team boundaries
Steering Committee

By definition, a Steering Committee is a committee that determines the order in
which business will be taken up by a larger organization. To that end, the role a
steering committee can play in the context of a VISUAL Manufacturing
Implementation is to prioritize tasks and project components. The Steering
Committee brings the perspective of the overall organization and the major
stakeholders in the organization.

While not the most appropriate group for a smaller company, larger companies
can derive great benefit from such a group. Consistent with the name, the Steering
Committee can guide the project team in a way that the goals of the implementation
are consistent with and support the goals of the corporation.

Project Manager

The role of the Project Manager is a highly visible one and requires someone that
can both immerse themselves into the details of the project as well as present a
clear and concise representation of the project to the corporate sponsors and steering
committee members. It is important to note that this person should most definitely
be a person internal to your organization. Fill this role with someone who is
dedicated to being a key stakeholder in your implementation project.

Implementation Coordinator

Depending upon the scope of your project and the resources available it may be
preferable to fill the role of Implementation Coordinator. This is someone who
works closely with the project manager but has a higher level of responsibility for
the day to day details of the project.



VISUAL Manufacturing Implementation Chapter 4

Implementation Coordinator is a role that typically takes responsibility for
overseeing data conversions, system testing, system customizations and many of
the other tasks that are associated with the preparation for the actual conversion
date. This person typically reports to the project manager. The project manager is
then responsible for setting the priorities of the Implementation Coordinator to be
in line with the overall objectives of the project itself.

The single biggest motivator for many firms to fill this role is that the project
manager simply doesn’t have the time to become immersed in the day-to-day details
of the project. This person can be viewed as your “hired gun”. Typically, she or he
is a person who has vast experience with client/server data conversions and system
implementations. The best case scenario is a person who has extensive VISUAL
experience as well as experience with the database platform of your choosing. For
this reason, he/she is typically a contract employee or outside consultant. Your
LSA associate will be a good point of contact to advise you one whether or not to
fill this role.

Many times in a small company this role is folded into the role of project manager.
This is appropriate as the scope is usually much smaller and the responsibilities
are easier for one person to manage.

Associate

Many times your associate will be your best resource to help insure a smooth
implementation. The role most often filled by the associate could be characterized
as an advisor. Your associate will typically be someone who can be available for 3-
4 hours a week to help review progress and keep the project on track. The skill sets
and availability will vary from associate to associate so be sure and find out this
information up front so you can staff the project appropriately.

Don’t forget that your associate has been through several implementations and
although he or she may not be able to lead your charge they have surely seen an
implementation similar to yours in the past. The associate can provide valuable
insight into problem resolution and help you to prioritize and schedule your
implementation.

A Discussion on Teams

At this point, I think it is safe to say that we have all heard about the importance of
teams and teamwork in the organization. It really is a pretty simple concept rooted
in common sense.
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Unfortunately many corporations continue to struggle with organizing teams in an
efficient and effective manner.

There are all kinds of great books on teams and teamwork but we don’t want to
regurgitate them verbatim. However, we will take some time to provide information
on how to formulate teams, promote effective communication and build a more
successful implementation.

A small team of skilled generalists is far more effective at basic system design and
development for a new system project than a larger group of specialists. Two key
concepts are embedded in this statement.

1. Don’t fall prey to the common malady of letting everyone on the project
team. A lean team can generally out perform a larger team even when the
larger team has more quality individuals. Often we let people on the teams
for the wrong reasons (e.g. we can’t hurt his feelings, her boss said so,
she is too smart not too bring aboard, he doesn’t have anything else going
on right now).

2. People with a great breadth of knowledge are generally a better choice
than individuals with a depth of knowledge. The skilled generalists will
be far more effective at seeing the big picture and pulling all the concepts
and priorities together. They are also far less likely to harbor secret agendas
and pull the project in a direction to better only themselves.

Some of the most pronounced advantages to be gained by structuring your workers
into teams include:

0 Improvement in work methods and procedures

0 Increased staff flexibility

0 Decision making improves and there is greater buy in on decisions
0 Strengthens skills of more junior team members

This is not to say that organizing into teams can guarantee success. The most
common reason for team failure develops from the problems that teams suffer
such as internal conflict, member anxiety and frustration, time wasted on irrelevant
issues, or haphazard decisions made by the dictate of senior member. Team members
are often more concerned with getting the task done as opposed to doing a quality
job. Many teams never even know the purpose of their team, so they have no clue
when they have achieved their goal.
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Cross Functional Team Discussion

A common way to structure teams during a VISUAL implementation is to work in
cross-functional teams. Such a format allows workers from across the organization
work together to share their ideas and perspectives. It is a great way to insure that
no group is overlooked and that everyone receives the opportunity to voice his or
her concerns.

A common practice is to also have smaller teams with members from similar
functional areas. Members of these teams can then come to decisions on issues
that they face and take this information back to the higher level cross-functional
teams. Your organization is likely to have a Manufacturing Team, Financial Team,
and a Systems Team as well as possibly some other teams depending on which
modules you implement.

Again, there are several books on this topic (see the Bibliography). So, rather than
re-create the wheel, let’s simply offer a high level overview covering some of the
key concepts regarding cross-functional teams.

Toolkit Forms: Team Definition - IMP-T3-FORM310.

Why Cross-Functional Teams?

Most serious company problems are rooted in several company functions. For
example, a company can’t do time compressed product development without all
parties working together to make trade-off decisions between market, technology,
manufacturing, and service issues.

Or, to optimize a process in a major company (like order fulfillment) all the
stakeholder groups need to be represented including sales, order entry, finance,
manufacturing, and shipping.

Working with Cross-Functional Team Dynamics

Each team is composed of people from several departments. A process improvement
team could have representatives from sales, order entry, finance, manufacturing
and shipping. A product development team could have representatives from
marketing, engineering, manufacturing, customer support, documentation and may
even include an internal/external customer representative to ensure the team is
sensitive to customer needs, or a key supplier representative that is vital to success.
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Very often, some, or even all, of the team members have not worked together
before. Departments tend to stereotype each other which affects team member
thinking. Some departments may be at odds with each other, which further stresses
the team.

Here are some of the issues that we need to be sensitive to when working with
cross-functional teams and some ways to deal with these issues:

Issue: People don’t know each other well.

Action: Do a paired interviews exercise to surface values, goals, motivators, personal
interests, etc.

Issue: People are nervous about what they are getting into.

Action: Ask for concerns and questions about the project and get involved with
them to come up with ways to resolve or partially deal with the issues at hand.

Issue: People have different thoughts about what a team is.

Action: Have them share expectations for the team with other team members and
the team sponsor.

Issue: People have different working norms.
Action: Develop and use ground rules.
Issue: People have different priorities.

Action: Align teams around a superceding such as customer satisfaction or for the
good of the company.

Issue: There is no precedence on who does what.

Action: Do a roles and responsibilities negotiation exercise and develop a
responsibility matrix. It may happen that ownership has not been assigned because
nobody wants to get stuck with a certain task. In such a case it may work best to get
together as a group and layout responsibilities. If it is a group decision, it often
makes the task assignments more bearable.

Issue: It is difficult to come to consensus on mission-critical decisions.

Action: Post all ideas on a flip chart and then have the group identify the pro’s and
con’s of each idea. This is an effective brainstorming approach that can lead to
some very effective ideas.



VISUAL Manufacturing Implementation Chapter 4

Issue: Some departments or members have more authority/respect than others do.

Action: Make sure that everyone has a chance to be heard and that all opinions are
important. Be sure to communicate and demonstrate that everyone involved has an
equal opportunity to be heard.

Make sure that the project sponsor and other high-level people involved with the
project demonstrate this in their actions as well.

Issue: People are worried about being caught between their boss and team leader.

Action: Get their buy-in and their boss’s buy-in on the amount of time in meetings
and project work.

Issue: People sometimes feel they are working on something not related to their
work.

Action: Ask them to identify what they and their department expect to get out of
the implementation.

Issue: He or she would rather be doing their own functional work.

Action: Try to make all meetings fun and productive so they come away with a
feeling of satisfaction and accomplishment.

Issue: He or she is feeling overwhelmed with project work in addition to department
work.

Action: Get their manager to assign someone to fill in, answer priority e-mails,
and phone calls while in team meetings.

Issue: It is easy to leave out people and groups who need to be involved in identifying
and evaluating alternative solutions.

Action: Do a stakeholder analysis and identify concerns for each stakeholder and
develop buy-in strategies.

Setting up Your Teams

Here are some additional guidelines and pointers to consider as you group into
teams and begin on your VISUAL implementation.
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Team Members

a

Ensure all key functions are represented on the team from the start. A key
function is any group that is needed to design and implement the change
or is affected by it.

Limit the team to no more than ten members. If more people are needed
for input, make them consultants to the team.

If a team member is needed for his/her technical input but is not
comfortable or effective in a team setting, make this person a consultant
to the team.

First Team Meetings

a
a

Have team get clear on project mission and negotiate changes.

Develop team ground rules such as:

0 start and end on time
0 no side conversations
0 points are to be made briefly - if a few continue to dominate

meetings use a timer to impose limits. It’s often effective to
establish a policy whereby each person has the opportunity to
speak during one cycle of the egg timer

0 if you can’t do something, alert the team and come up with a
solution

Clarify expectations each team member has of other team members, the
team, their manager, and the executive sponsor.

Decide which team decisions will be consensus based and which won’t
be.

Focus on an superceding goal (e.g., customer satisfaction, company
survival.)

Create a project mission or problem statement that all team members
understand and support.

Begin use of Project Team Dashboard (A graphic set of indicators that
team members can refer to see relative progress toward specific goals.)
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0 Use a meeting effectiveness check at the end of every team meeting
a Discuss what worked well

0 What should we do differently next time and how will we do it?

0 Expect first meetings to be inefficient and take longer

Building Team Self-Reliance

Start each meeting with a review of the ground rules and a last meeting effectiveness
check:

Do just-when-needed education.

Team development cycle.

Team roles and responsibilities.

Consensus decision making.

Conflict management.

Importance of accountability.

Meeting management skills.

Idea generation techniques.

Prioritizing/voting techniques.

Problem solving skills.

Action planning.

Confront team ground rule violations right away.
Don’t allow bad habits to get established.

Insist on accountability and problem solving.
Ensure team consensus for “mission critical” decisions.

Surface and discuss the “undiscussables” and hidden agendas.

0o agaogoaoooaooaoagoaogaaoaoaa

Ensure team decisions, open issues, and action items are documented
(bulleted format).
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0 Have the team leader and team sponsor meet regularly - go to the first 2-
3 meetings.

0 Utilize the executive sponsor to overcome barriers and resource gaps.

0 Celebrate doing things right as well as team work improvements and

achieving progress milestones.

In closing, let us sum up all of these observations into three main points. These
three points are what we believe to be the most crucial messages we can impress
upon you.

0 Be sensitive to the unique issues cross-functional teams have
0 Invest in strong team start ups
0 Build the team’s self-sufficiency

Technical Skills required:

a Users

a Tech staff

0 Database Administrator (DBA)
0 Networking

Team Structure

Typically, three working teams are required to cover the diverse areas in
implementing VISUAL Manufacturing. These teams include:

0 Manufacturing team
a Financial team
0 System team

In addition, a Core Team is usually created to coordinate the efforts of the three
working teams.
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Core Team

This team will be comprised of the individuals whose time will be almost entirely,
if not totally, dedicated to this project. These people will be your key resources for
completing the tasks associated with the project. Typically one or more
representatives of each “working” team are appointed to the core team. The core
team is responsible for keeping the overall project within scope and to balance the
needs of the various functional departments.

Manufacturing Team

This team should have at least one person from every area that deals with materials
and production starting with customer requirements. The Manufacturing Team is
defined by more than just the actual production of product. The Manufacturing
Team includes:

Sales

Purchasing
Receiving
Inventory Control
Production
Scheduling
Engineering

Shipping
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Service

The Manufacturing Team may indeed be your largest team. It is important to keep
ownership with the people who perform the tasks. In fact, in larger companies it
may be desirable to break the Manufacturing Team into smaller functional teams
for each of the areas listed above. These smaller teams then work as a subset of the
larger more generally focuses Manufacturing Team.
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Financial Team

This team deals with all the financial implications of bringing up VISUAL
Manufacturing including Payroll, Human Resources, and Cost Accounting. Since
costing is very tightly integrated into the various manufacturing components, a
well thought out and thorough Financial Team is essential. It is much easier to
understand the intricacies of cost accounting before data starts to flow through
manufacturing. The key to good financial operations is to cross train both
manufacturing and financial team members simultaneously on how costs flow
through the system. The financial team may only consist of one person in smaller
companies.

System Team

The System Team needs to include members beyond basic computer support.
Additional needs to be addressed are database management, documentation
coordination, and custom report writing.

Work Styles

Work styles are personal characteristics that are work-related. Inherently we all
have a style of our very own. We need to pay attention to these personal differences
and understand that each individual person may handle the same situation in a
different way.

When a group of individuals forms a team in the work place, the effects of style
differences are typically intensified. Teams operate dynamically and are usually
formed on the basis of professional or technical skill sets. Usually little attention is
paid to the dynamics of the group itself.

If we pay attention to these differences, we may be able to answer questions such
as “Why is it so hard to work well with some people?” More importantly, what can
you do about it? How can you significantly improve difficult work relationships?

Style Management

Working with a pair of simple measurements we can gain a better understanding
of personal styles. We can then use this knowledge to tailor how we interact with
others so that as a whole you and the team are more effective.
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The first measurement deals with people’s assertiveness. We can segregate people
who are more assertive from those that are less assertive. In a similar fashion, we
can separate people who respond to people issues from those who respond to task
issues. You may wish to call these individuals “people oriented” or “task oriented.”

If we set these measurements up on a pair of axis, we can use them to better fit
people’s personalities into a matrix such as the one shown below.

There are many different programs that provide a similar message. We won’t go
into too much detail dealing with different types of people.

The main point that we want to stress here is that people work in different ways.
They also express their feelings and ideas in different ways.

Task
N

SOLEKNE
KAKERKERE
SKIERKEKNE
KAKERKERE
SKIERKEKNE
KKK,
QKKK
S
38R
SKIERKEKNE
KAKERKERE
3RS
QKKK

JSY
oL

People

People who are in the People and Ask quadrant usually need more assurance and
coaxing to share their ideas. These people must be assured they are part of the
process and that their input is truly valued. People who are in the Task and Tell
quadrant usually have no problem sharing their views. However, they may need
some help understanding issues that involve people’s feelings. They are much more
directed by the tasks that need to be completed. These folks are generally good in
leadership roles.

With so much variety in the workplace, it’s no wonder people related problems
exist. Yet it is possible to overcome personality conflicts by understanding other
people’s differences instead of merely reacting to them.
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You need to understand how your preferred style of working comes across to other
people. Itis also very helpful if you can read people’s behaviors so you’ll know the
best way to work with them. Adjust your behavior in small ways will dramatically
improve results with different working styles.

Being flexible enough to act differently to similar situations based on the
personalities/characters of the people involved is crucial.

We are creatures of habit. However, we can work with others more effectively by
recognizing their comfort zone and making changes in our own behavior that meet
their needs and expectations.

Conflict Resolution

Any project manager is sure to have a story or two about how interpersonal conflict
affected the outcome of a project they managed. The consequences of failing to
deal with these problems in an appropriate and timely fashion can be as harmful to
your project as faulty budgeting or inadequate planning. Allow us offer some insight
to help you during your VISUAL implementation.

Here are five ways to deal with conflict situations:

0 Remove yourself from the disagreement.

0 Ignore the disagreement to try and smooth over the conflict.

0 Exert power to force the issue to the surface.

0 Compromise to bring at least some level of satisfaction to everyone
involved.

0 Confront the problem directly to work through the disagreement.

Even though some of these options sound like ways to ignore the conflict more
than resolve the conflict, each approach can be appropriate in certain cases.

If an argument is heated, it may be best to walk away until the emotion can be
taken out of the issue or try to ignore and move past the conflict before it gets
blown completely out of proportion. Neither of these approaches solves the conflict.
The conflict is likely to arise again.

In a situation where exerting power may be appropriate, make sure that you have
the background to back up the use of power. You need to have experience and
knowledge in the area of the conflict to be taken seriously. If not, you are adding to



VISUAL Manufacturing Implementation Chapter 4

the problem. In a situation where you move towards compromise, both sides may
end up feeling like they lost more than they gained. The result may not always be
desirable for the project. The only approach that is useful for solving the underlying
conflict is the fifth one we mentioned above.

Project managers can confront the issue by raising confrontational questions to
demonstrate that you are interested and attentive to those involved and the project
itself.

An important thing to note is that problem situations are to be resolved in an orderly
and timely manner. The severity of the problem will dictate the persons responsible
for resolving and the time period allowed for resolution. If no decision is made
about the conflict, the project manager will proceed forward at risk. Here are some
general guidelines relating to who should solve what sort of conflicts and in what
sort of time frame.

Project Manager

Resolve conflicts that relate to the functional aspects of VISUAL within the core
project team. Resolves conflict within three business days.

Project Manager’s Manager

Resolves conflicts within the team concerning new policies and procedures that
must be implemented. This person consults with the senior area manager to resolve
difficult problems. Resolves conflict within three business days.

Key User

Resolves conflicts among the development team(s) and the primary users in
determining the priority of requirements when resources are limited. Resolves
conflict within seven business days.

System Owner

Resolves conflicts among the development team(s), key user and project manager
in situations where differences about project scope, schedule or funding arise.
Resolves conflict within seven business days.
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The Mediation Session

If you have a conflict that you cannot resolve yourself, mediation may be the
answer. Mediation helps you and your disputants resolve differences skillfully and
effectively. Mediation is basically the use of an unbiased third party to get in the
middle of the conflict and help all parties come to a resolution that everyone realizes
is in the beast interest of the project.

The Meditation Session:

0 Begins by giving all parties the opportunity to tell about their sides of the
conflict

0 Continues by helping all parties to reach an acceptable solution

0 Ends with a written agreement describing the solution you have reached

Customization vs. Re-engineering

You are sure to grapple with decisions regarding whether you should customize
VISUAL or change your business processes at some point during your
implementation. Let us offer some guidelines that will help you make sure you
take all key considerations into account.

Customization

Customization can seem like an attractive option. This is especially true if you
have a large budget and are short on time. Customizing the software can be an
effective way to fast-track your implementation.

The pitfall of this mentality will come into play whenever you have to upgrade the
affected module of VISUAL. There are extensive maintenance costs to consider
when deciding to customize. Be sure and weigh your decision carefully.

The following are some thoughts we offer to help you with customization decisions:

0 Management must set a clear customization policy early on in the
implementation cycle

0 Customization can be very effective in creating an advantage over
competition when used diligently

0 Avoid customization for things that have a work-around and that add
little value or competitive advantage
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0 Easy to add with new open technologies...sometimes too easy since it
can hid the long term costs of maintenance

0 Can delay and add cost to upgrading to future releases

0 Realize that usually 90% of business processes are common to all
businesses...try to use the software as written

Re-engineering

Let’s reiterate the last point made in the section above: “Realize that usually 90%
of business processes are common to all businesses...try to use the software as
written.” Any time you encounter a point where VISUAL does not support your
business processes we encourage you to examine your processes in greater detail.

Take the time to see if changing your processes to work effectively with VISUAL
does, in fact, make your processes more efficient.

This is very hard for many companies because we would all like to believe that our
processes are already efficient and as streamlined as they can be. However I think
we are all aware that there are only a select few organizations that can be considered
the best in their class.

For the rest of us, the time at which we implement a new system as significant as
VISUAL is a wonderful opportunity to examine our processes and increase our
overall efficiency both on the shop floor and off.

The following are some common reasons why reengineering efforts are
unsuccessful:

Trying to fix a process instead of changing it.
Not focusing on the business process.
Ignoring everything except the process design.
Neglecting people’s values and beliefs.

Being willing to settle for minor results.

Quitting too early.
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Placing constraints on the definition of the problem and the scope of the
reengineering process
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0 Trying to make reengineering happen from the bottom up.
0 Assigning someone who does not understand reengineering to lead the
effort.

It is vital to remember that implementation is as important as design. Neglecting
the human element is a design for poor implementation.

You may have successfully examined a process and designed a more effective and
efficient process. However, unless you can fully implement the designed solution
your gains are likely to be minimal.

Resource Utilization

If resources are over-committed, it is the responsibility of the project manager to
reschedule tasks, re-prioritize work, or work to get additional resources. This is
when the ability to think quickly and creatively is vital. Allow us to offer two
activities that can help you achieve better utilization from your resources. Next we
will discuss resource leveling and resource loading.

Resource Leveling

The goal of resource leveling is to balance the utilization of a given resource
throughout the project. Resource requirements can fluctuate wildly, especially close
to milestones and deadlines. Leveling resources attempts to take the “crunch time”
out of project plans and create a stable and consistent level of work for the team
members. Taking this fluctuation out of the project helps the team members build
momentum and stay on track.

Resource Loading

The goal of resource loading is to schedule project activities so that the utilization
of a particular resource does not exceed a specified maximum. If a resource is only
available for 40 hrs a week, don’t schedule them for 60 hours in a week. All resource
assignments and schedules are meaningless if you have your resources committed
to more time than they can realistically provide. In fact you may want to schedule
some of your resources slightly below their capacity.

As a majority of the readers are bound to work in the manufacturing arena, this
may be a concept with which many of you already identify.
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The management of your VISUAL implementation, at least on the surface, is very
similar to the management of a shop floor. The goal is to maximize throughput
while maintaining an appropriate level of quality and managing the cost of your
operations.

PERT and Gantt charts are great tools to help achieve meaningful resource
assignments.

Only Estimate What You Know

When preparing budget and schedule estimates, you have to be careful not to try
and estimate everything. If you do, you may find that people have set their
expectations at a level that you will not be able to meet.

Don’t overextend yourself by trying to solidify things you don’t have your hands
around yet.

If for some reason you have to develop estimates for tasks/budget items that you
can’t accurately estimate, add some sort of a footnote referencing the fact that the
figures may not be accurate and are subject to change based on the collection of
more data.

This is especially true if you are preparing cost estimates to compare using internal
resources versus hiring outside contract help. Poorly generated estimates can greatly
impact the project.

To minimize escalation from uncertainty, management must strive for the most
definitive scope of work and the clearest, most specific project objectives. The
clearer the objectives, scope and work definition, the better the requirements
definition, and the easier it is to make accurate cost estimates.

Keep Tasks Manageable in Size

The lowest level tasks (the finest level of detail) should consist of those tasks that
do not constitute multiple responsibilities. Here are some guidelines for what level
of detail to go down to. The lowest level tasks can be characterized by:

0 Single action verb
0 Single ownership
0 Single deliverable
0 Small enough to reasonably estimate
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Keep in mind that not all tasks have to be broken down to the same level on your
project plan. More complex tasks will have a greater decomposition than simple
tasks.

Implementation Methodology and Culture

It is important to note that we don’t expect every company to implement VISUAL
by following the exact same methodology, making decisions based on the exact
same options, or even using the same basic approach to structuring the project
plan. The reason for this is that no two companies are identical.

We understand that all companies have different priorities and different goals. We
don’t expect your implementation plan to conform to a standard template. There
are bound to be style and cultural issues that will impact your VISUAL
implementation that are unique to your organization. The better you are at
recognizing these issues before they have a direct impact on your project, the more
likely you will be to completing your project on time and on budget.

If you have any outside consultants involved in your implementation, it will be
important to let them know about these cultural issues where appropriate. only be
able to react and perform well to the degree that they are well informed and made
privy to the things that make your organization unique.

Develop a Budget

The budget allocates cost to your assigned categories (e.g. labor pools, equipment,
supplies) over the life of the project.

You can then build spreadsheets, graphs, and other visual representations of the
data in your budget to track and report your performance. Building the budget can
be done in a three-part process.

1. Use resource-loading charts to determine your labor budget.

2. Use your schedule to spread the cost of your expenses over the life of the
project.

3. Track expenses month by month so that you can quickly react to an over
budget situation and adjust the schedule in a timely fashion to get back
within budget.
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Some elements to consider in your estimates are:
Direct labor

Internal employees

Contractors

Software

Hardware

Training

Indirect labor

Overhead

Supplies/materials

Recognition/rewards
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Travel/meals

Track and Manage the Project

There are a variety of things to track during the life of your project. Some of these
things are the ones that you think of off the top of your head. They include tasks,
resources, and budget. Others, and possibly the most important, include the less
tangible measurables such as morale, executive approval and user acceptance.

First, let’s talk about the more obvious things to track. For the more tangible aspects
of your project (dollars spent, tasks completed, hours worked) you can track and
manage the project using the following steps:

1. Set performance standards
2 Collect actuals

3. Compare to estimates

4 Measure variance
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5. Determine cause and analyze impact
6. Take corrective action
7. Make revisions to plan

Creating your schedule and budget generally sets the standards. You can then map
your actual figures against your estimates and take action as necessary. One thing
to consider is that collecting actuals is not as simple as it seems. This is especially
true when it comes to task completion and hours worked. Here you are at the
mercy of your team members to report their time accurately. Conducting status
meetings can be a helpful vehicle to facilitate the completion of time sheets. You
will have to be somewhat firm and persistent about time sheets, as people generally
don’t like to work on them.

Toolkit Forms: Gantt Chart - IMP-T12-DOCI1210.
Status Reporting

Typically, when we think of status reporting we think of weekly reporting. For
most projects, it is the reporting cycle that is most common.

However, depending on who you are reporting details to and what that person’s
preferences and needs are, you may be reporting on different cycles. Let’s offer
some different cycles below and when those cycles are most commonly used.

Weekly

The project schedule should be laid out in detail and put in the weekly status
reports. This is where actual completions are tracked against what was planned.
The project manger will put all line items (activities, tasks, and sub-tasks) of the
development stages on the weekly status report with a deliverable date for each.

The project manager will update the status report on a weekly basis to provide the
approvers information about recent completions, accomplishments, and effort
expended. The project manager will discuss the progress of the VISUAL project
each week with the development team, the users, the system owner, and other
involved parties. The development team may also meet weekly to discuss internal
problems and issues.

In addition to these weekly means of reporting status, the project manager will be
available to answer questions about the progress of the application at any point in
the development cycle.
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Monthly

All of the above information can be summarized and prepared monthly to be
distributed to more senior members of the project team or others how have little
interaction with the team, but have some reason to keep abreast of project status.

As Required

Project teams will often meet informally as needed throughout the project to
coordinate work assignments and plan upcoming work. At these times it is helpful
to have a current copy of the project plan to help guide the meeting.

Issues Log

If problems are encountered in the development of the project, they will be reported
in a problem/issue Log. This log will consist of a problem description, date the
problem was reported, person who reported the problem, person who owns the
problem, the resolution, and date the problem was resolved. This log must be
maintained by the project planner and used for project status discussions.
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Project Execution

Once a project has been defined, the goal is to deliver the design on time and
within budget. There are several things that occur, which usually lead to high levels
of stress. Things will not always go your way. Given all the opportunities for your
project team to encounter problems, we suggest that you do everything you can to
foster an environment where people feel willing to contribute. Open communication
is usually the most important ingredient for success. As you read this section think
about how integral open communication is to each and every one of the following
initiatives.

Process Modeling

Modeling your current processes helps you understand your company’s processes
and the factors that drive the performance of your business. The greatest and most
advanced piece of software will not create efficiency or cost savings for you if
your processes are inefficient.

The key is to realize and accept that the way you are currently organized may not
be the most efficient way to complete your business. By mapping your processes,
you can create a visual overview for each of your business processes to see how a
particular task fits into the big picture. This visual overview is useful in identifying
insufficiencies in process flow.

The Five W’s
Traditionally speaking the five W’s represent Who, What, Why, When, Where.

You will need to think long and hard about your existing processes before you
attempt to map them to the VISUAL software. Be honest with yourself as you ask
these questions and you may not like what you find at times. However, in the long
run you are almost guaranteed to be more successful.

Effective Re-engineering

To often we limit ourselves when we think about redesigning or reengineering our
business processes. We do not think outside of the box. If this is the case, we have
limited our success before we even start.



VISUAL Manufacturing Implementation Chapter 4

While set business processes can promote a business’s prosperity, sub-optimal
business processes can cause its disintegration. Adherence to sub-optimal business
processes can prevent an organization from realizing business opportunities.

For this reason, it is just as important to practice “rule breaking” as it is to perform
rule making. This column will focus on the process of conducting facilitated rule-
breaking sessions. By conducting sessions where you practice rule breaking as a
part of business reengineering efforts business rules that result from such sessions
should foster organizational learning, increase corporate IQ, and launch the
enterprise into a better future.

Rule Breaking

When you think about it rule breaking is essentially a form of rule making. Through
facilitated sessions, you can focus the group’s attention on the value, efficiency,
and effectiveness of business rules as they relate to the enterprise’s business
processes.

The key is to balance creativity and factual analysis. These sort of sessions can
often be a cultural and financial breakthrough.

The Basics of a Facilitated Rule-Breaking Session

A good rule breaking session is facilitated chaos. Rule breaking has very tight
time constraints and must result in explicit deliverables. There are two types of
actors in facilitated rule-breaking sessions: the facilitator and the participant.

The facilitator is responsible for helping to create the chaos. This person must
expect unpredictability, be open-minded, and able to move quickly from activity
to activity. A good facilitator knows that humans learn with different styles, which
include visual learning (‘I see your point”), auditory learning (‘T hear you™), and
kinesthetic learning (“T get it”).

The facilitator must be able to manipulate the group and the processes to exploit
these varying intake modes.

The facilitator should be aware of the “group think” phenomenon - the tendency
for a group of people to agree to behave in a certain way because it seems more
important to agree than to challenge or question an issue. Group-think is a
problem—it stifles seeing alternatives, possibilities, and dangers. It can lead to
sub-optimal business decisions. Facilitators must be able to recognize group think
and direct the group away from it.
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In developing an agenda for rule-breaking sessions, facilitators should focus on
the purpose, process, and principles (the three P’s) for the session.

The agenda includes a statement of purpose, working models and lists, specific
deliverables or products the group must produce, guiding principles for the session,
and its rules for governing the group’s behavior. Without these basics, the group
will fail. The deliverables, whether tangible or intangible, represent the foundation
for the new business rules. They will be of the group’s explicit consensus, meaning
that each member not only can live with the business rules, but will openly support
them.

Facilitated sessions can result in powerful momentum. Do not pursue facilitated
sessions if your business’ culture will destroy this momentum. This will damage
enterprise morale. Likewise, if the sponsor is not powerful enough in the
organization to allow the rule making or breaking to happen, do not proceed. Also,
don’t conduct the session if the right people can’t attend. A single person’s absence
can negatively impact the course of events during a session. This person might be
a key business-knowledgeable participant, decision-maker, or “old timer” with a
good understanding of existing rules, or inventive thinker whose energy and ideas
will spark creative thinking. Everyone’s input is highly valuable.

Before VISUAL Model

The Before VISUAL Model documents the processes that make up the information
flow throughout your business. These processes should include all computers and
paper based systems that are currently in place. It is important to document them
as they presently are without the temptation to improve upon them or make them
as you think they should be. Honesty, clarity, and completeness are very important.
It is not necessary to spend a great deal of time making the models look nice. It is
perfectly acceptable to use thumbnail sketches, existing procedures, and simple
marked up notes. The goal is not to have a fully

polished set of procedures but rather to have comprehensive documentation of all
business needs. These needs are then used to ensure that the revised business model
(with VISUAL) contains every business requirement. Be sure to include all aspects
of how information flows through your organization no matter how seemingly
trivial.

This should also include the process steps that you do not anticipate automating
with VISUAL so that continuing provisions are considered in the revised model.
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It is tempting to just skip over this modeling step since it seems like everyone
already knows the current processes. Avoid this temptation! A clear and accurate
understanding of all aspects of current information flow will greatly improve your
ability to have a successful implementation that has not left out critical processes.

Use the tabular worksheet Current Business Processes to list each of the processes
in your business. Each of these lines is a Scenario and when taken together represent
your entire business. You may choose to list them in a hierarchical format based on
business area (e.g. Purchasing, Invoicing), or simply create a long list of every
process that comes to mind.

For each line on this worksheet use a separate Current Business Process worksheet
to document the specific process.

Remember that this entire model is a stepping stone to developing a comprehensive
post-implementation process model. It is more important to capture all the details
then it is to be neat and organized.

Toolkit Forms: Current Business Practices - IMP-T5-FORMS510 and Current
Business Model - IMP-T5-FORMS512.
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With VISUAL Model

This model documents the way you intend to operate your business after going
live with VISUAL Manufacturing. After completing VISUAL training, you will be
ready to begin the process of mapping the Revised Business Model into this model
space. You may choose to operate in much the same way as you presently do or
you may decide to undertake significant reengineering. In either event, this model
is the roadmap for how you intend to use VISUAL Manufacturing. A good starting
place is to lay the user documentation and/or online help down next to your Current
Business Model. From these you should be able to write or flowchart a process
that you would like to see implemented.

Use the tabular Revised Business Processes worksheet to list all of your business
processes. Since this is the beginning of documents that will live with your VISUAL
implementation it is generally a good idea to organize the scenarios by business
function. For example, you may wish to list all purchasing processes under a general
Purchasing heading.

While this is not required, it will make for a clearer model and simplify migrating
the model into Standard Operating Procedures later on.

Toolkit Forms: Revised Business Practices - IMP-T9-FORM910 and Revised
Business Model - IMP-T9-FORM?912.

Customizing vs. Re-engineering

Let us follow up on the discussion we offered on this topic in the Implementation
Planning section. If we assume you have begun the execution stage of your
implementation, you have most likely already conquered the arduous task of what
to customize and what to reengineer. To that end, let us offer some things to consider
for implementing customizations.

Keep a Baseline Database

You need to maintain a database that is completely void of customizations. If you
ever experience a situation where data is not flowing as expected (i.e. a bug), you
will want to have an environment where you can test the same procedure where
you are sure that a customization is not impacting your results. This database does
not need to be as big as your live database but make sure everything is setup the
same way.
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Change Controls

You need a method about how you introduce your customizations into your
production environment. Be sure and test them from a technical perspective as
well as a functional perspective prior to introducing them to your live database
environment. This implies the need for a third database environment that is similar
to production and has all of the customizations that exist in your live production
database.

Business Considerations

There are several key decisions that will profoundly determine the manner in which
VISUAL Manufacturing will operate and provide useful information to your
organization. Since there are numerous ways to structure data in the system and
each business is unique, the goal should be to best structure the data to best simulate
the way you do business. Listed below are these key areas with discussion of what
to consider when making choices.

The best way to fully understand the best technique is to set up several sets of tests
data and actually run data through the system and see if you get the results that you
desire.

One-time Settings

There are several settings that determine how VISUAL Manufacturing will behave.
Since these settings determine how transactions will be permanently stored they
cannot be changed once transactions are entered into the system. These one-time
settings are critical to establish correctly from the start to avoid re-implementation.
These settings are located in both Application Global Maintenance windows (one
for Manufacturing and one for Financials.) The configuration worksheets have
these critical settings marked with an asterisk. The online help and user
documentation contains detailed information on each of the settings.

Costing Method

Either Standard or Actual costing must be selected. While it may seem simple to
quickly assume one costing method is appropriate for your business, it is a good
idea to spend a little time understanding the advantages and disadvantages of each
costing method and the details of how these costing methods are implemented in
VISUAL. Below is a brief recap of the two costing options. Be sure to reference
the user documentation and online help for extensive explanations of these.
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Standard cost behavior:

0 Purchase material at standard with purchase price variances.

0 Manufacturing variances upon receipt from work order.

0 Labor & burden cost charged to the work order at resource standard.
a Service costs at standard.

Actual cost behavior:

a Raw materials valued at PO or A/P invoice.

0 Inventory valued at FIFO or purchased to a job.

0 Labor charged at actual employee rate.

0 Burden basis options:

0 resource rate(s) = causes VISUAL to use the rates in the reported shop

resource to compute actual burden

0 operation rate(s) = causes VISUAL to use the burden rates in the work
order operation to compute actual burden

O Service costs at actual invoice value.

It is important to note that even though you may choose actual costing, many of
the benefits of standard costing are still available to you. Variances are displayed
on the various costing windows and reports, they just are not carried to the General
Ledger.

WIP Costing

The method for calculating WIP value must be selected if the database is set to
actual cost. This setting will only have an impact on the manner VISUAL temporarily
costs partial receipts/shipments of Work Orders. This setting has no impact on full
shipments/receipts. Regardless of the setting, once the Work Order is fully received/
shipped the unit cost gets evenly revised.

Projected—Projected cost is equal to the actual cost of the completed work or
issued materials, plus the remainder of the work at estimated cost. This value is
then prorated as a unit cost for the quantity received/shipped if it is less than the
Work Order quantity.
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Actual—When shipping/receiving a quantity less than the Work Order header, all
Work Order costs to date will be assigned to the shipment/receipt. Additional partial
will use the total of additional cost.

FIFO Method
There are two methods for handling FIFO layers:

By Part—The layers are maintained strictly by part number without regard to
warehouse location.

By Part Location—The FIFO layers are maintained for each warehouse location
for each part.

Source of Raw Material Cost

This option is only applicable if the system is set to actual costing and determines
the source of the cost of raw materials.

Purchase Orders—The cost of inventory is taken directly from the Purchase Order
and time of receipt and is not further updated.

Accounts Payable Vouchers—The cost is initially taken from the Purchase Order
as an estimate, but it is then updated with the actual cost from the vendors invoice
which is matched to the Purchase Order.

While this method is more complex, it is highly preferable for accurate raw material
costs. This option is only available if VISUAL Financials is part of the
implementation.

Labor Cost Basis

This setting can be changed at any time and only applies when the system is set to
standard costing. One of the following must be selected:

Hours Worked—Labor/burden variance is calculated based on actual hours worked
vs estimated hours worked.

Quantity Completed—Labor/burden variance is calculated based on actual
quantity completed vs estimated quantity completed worked.
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Costing Between Levels

This setting determines how intermediate costs are summarized to parent assemblies.
One of the following must be selected:

Fold to Material Cost—AlI cost components (material, labor, burden, and service)
are summed together and passed to the next level up as a single material cost.

Keep Separate Costs—Each of the cost components (material, labor, burden, and
service) are passed individually to the next level up so as to preserve the total cost
in each category throughout the bill structure.

Value Added Tax Support Enabled

This switch enables Value Added Tax support. Note that enabling VAT completely
disables the standard sales tax functionality.

General Ledger Reporting Periods

This is the structure of your company’s reporting period. One of the following
must be selected:

0 Monthly

0 4-4-5 periods
0 13 periods

a Other

Part Numbering

If you have many part numbers in your company, no other topic is more critical
and highly opinionated as part numbering.

Most everyone who has ever been involved with a part numbering system has an
opinion on how they should be set up. This topic certainly warrants a fair amount
of discussion in your organization since part numbers drive a great deal of VISUAL
Manufacturing and are not readily changeable.

The first area of consideration is whether to use significant or non-significant
numbers. Significant numbers are those that have some embedded meaning. For
example 16L.-3/32 might mean a 16” left keyed belt with a width of 3/32 of an
inch. You commonly see significant numbers in catalogs or for items such as tires,
belts, or fittings.
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Non-significant numbers are simply numbers that have no meaning, just a sequential
number that is incremented and assigned as new parts are created. Historically
significant numbers were commonly used to identify the part in a simple way. The
problem with this method is that the scheme design is often outgrown and leaves
the company no choice but to adopt a modified scheme. This leaves a messy part
master with little hope of ever being cleansed. With modern computer systems
there are better ways of retrieving parts without relying on just the part number. A
well thought out description and a variety of attributes allow easy retrieval and
cross-reference of parts. By using attributes, the classification of parts can change
from time to time without actually changing the part number. This is highly desirable
since you will have the ability to change your part master organization as business
requirements change without attempting to change the part number that is tightly
tied to many transactions in the system.

Some people choose to implement a hybrid system of part numbering where a
small amount of significance is built into the part number followed by a simple
counter number.

To aid in making the decision of how much significance to build into your part
numbering scheme, advantages and disadvantages for each approach are listed
below.

Significant Part Numbers

Advantages:

0 Simple part identification

0 Useful if product line lends itself to simple categorization
Disadvantages:

0 Restrictive if nature of parts change

0 Virtually impossible to change existing numbers

0 Difficult to implement good revision control

Non-Significant Part Numbers

Advantages:
0 New part numbers are easily assigned
0 Very flexible classification
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Disadvantages:
0 Must use description or attributes to identify the part
0 Users may resist it if they are use to significant numbering

A second consideration that often needs addressing is whether or not to use existing
part numbers or to start over with new numbers. Generally, if you think that your
existing numbers are clumsy and need reworking, now is probably a good time to
start over. If you have no interest in any historical transactions related to part
numbers, then the process is fairly straightforward in assigning new numbers. If
you do want historical transactions, these need to be loaded against the
corresponding new numbers, or you can load the old part numbers just for history
purposes with the intent to eventually delete them from the system. Another
consideration with old part numbers is if they are printed in catalogs, sales literature,
etc.

In this case you may want to load those part numbers with a description that calls
out the new part number. This can help simplify the order entry process.

Costing Method

Below are the four basic industry types with a discussion on which costing method
is most generally appropriate.

For custom manufacturers where setting standard costs may not be practical Actual
Costing is typically chosen. This type of manufacturing activity has the following
characteristics:

0 Very few, very large items being produced.
0 Manufacturing cycle is long.

a Products are made to a customer’s order.

0 Very few, if any, repeat orders.

0 Limited amount of inventory is maintained.

For batch manufacturers costing can be either Actual of Standard. The decision
between the two is a bit difficult since you must decide if the knowledge of lot-to-
lot cost information is worth the additional work of collecting actual consumption
data. If you choose not to collect this lot-to-lot actual information then you will
still be able to examine trends in costs by using the variances in Standard Costing.
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This type of manufacturing activity has the following characteristics:

0 Bills of material (recipes) that may change based on potency, shelf life
and other component characteristics.

0 Lot tracing is often desirable.

0 Many repeat orders.

0 May build directly to customer order and/or to stock.

For continuous manufacturers costing is typically focused on setting standards
and monitoring variance from those standards. If the cost of commodity components
varies greatly and hedging is desired it may be advantageous to use Actual Costing
to track those specific costs. This type of manufacturing activity has the following

characteristics:

0 Few parts

0 Consistent bill of material (recipes)
0 Build to stock

Flexible manufacturing can typically use the powerful Actual Costing feature of
VISUAL while still having the ability to monitor manufacturing variances. Actual
cost will flow to the General Ledger and is used for financial reporting purposes.
Comparisons to standard costs can be performed in the Manufacturing Window
and in Work Order/Master Cost reports.

Structuring Bills of Materials and Routers

A critical area of VISUAL Manufacturing to understand is the concept of legs in
Masters and Work Orders. A leg is like a subassembly but is built using the same
Work Order as the main assembly. It can be easily confused with a Phantom,
however it is important to understand that it is much different. A Phantom is a
stand-alone bill of material and router that is exploded using the then-current
components into the parent job. A leg is permanently part of the parent. Changing
a Phantom’s components will automatically change all instances where a parent
calls out the Phantom. In the case of legs each leg would need to be considered and
changed independently. VISUAL Manufacturing provides a variety of tools to
automatically find and update legs throughout the system.

If you have subassemblies that are mostly the same for each time the parent is
build and you do not inventory the subassembly the leg option is very beneficial.
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The leg allows you to schedule and build the subassemblies independently, yet
maintain everything under one master Work Order.

No receipt of subassemblies into inventory and subsequent issue to the parent job
is required. On the other hand if subassemblies are often built to inventory and/or
the subassemblies frequently change it may be more beneficial to build separate
Masters for each subassembly and issue independent Work Orders for these
subassemblies as they are needed. These methods will require the receipt of the
subassemblies into inventory and a subsequent issue to the parent Work Order.
Since only one master is maintained (as opposed to many copies of the same
structure as legs) the maintenance for changes to its structure is simple.

Custom manufacturers typically will want to make full use of legs when structuring
their bills of manufacturing. This technique ties the entire structure under one
Work Order while still allowing separate costing and scheduling of subassemblies.

Flexible manufacturers typically will not want to use legs since subassemblies
may be built in large quantities and inventoried independently of final assembly. If
frequent changes to subassemblies take place then the common subassemblies
bills of manufacturing will simplify the maintenance process.

Units of Measure

The Unit of Measure Maintenance function defines and maintains the different
units that can be used in VISUAL to specify material quantities.

You can use different units of measure to specify quantities for: Material Purchases,
Material Stocking, and Material Requirements (in work orders or engineering
masters). To allow for differences in these units, a conversion factor may also be
established. VISUAL will automatically convert as needed, provided the necessary
conversions have been defined.

The system first searches for the direct conversion and then uses the reciprocal if
that is available. For example, if trying to convert feet to inches, the system will
first look for a feet-to-inches conversion, then, if that’s not available, will look for
inches to feet.

Entities

It is important to understand how VISUAL uses the term Entity. Currently only
one entity is supported for interface into Manufacturing. In other words, the basic
manufacturing floor information must belong to a designated entity to which the
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inventory,WIP, shop resources, etc. will be linked. For this reason entities are
typically used for non-operating accounting such as a real estate holding company,
a Foreign Sales Corporation, or development division.

Several master files, such as customer and vendor files, as well as transactional
data can be linked to entities other than the designated manufacturing entity.
Therefore, Customer Orders, Purchase Orders, A/R and A/P invoices and payments,
as well as bank accounts and journal entries can belong to any entity within the
database. Each entity will produce its own independent financial statements and
can be consolidated with other entities. All entities within a single database must
use identical chart of accounts and each Entity must set an interface table. If you
have multiple divisions that all use manufacturing functionality, then the entity
feature will not work for you.

In this case you need to either define divisions in the Chart of Accounts for one
entity or implement multiple copies of VISUAL Manufacturing and perform
consolidations into a parent entity on one of the installations. Utilities are provided
with the standard software to export account activity from one VISUAL installation
and import them into another.

Chart of Accounts

A well thought out and organized Chart of Accounts is essential to properly capture
financial information in alignment with the way that your company wants its
financial information presented. You may find that the reports provided by VISUAL,
such as sales and cost of sales analysis by product line to be a good substitution to
a complex Chart of Accounts. However the multi-level Chart of Accounts structure
of VISUAL allows you to create accounts for the purpose of rolling up multiple
account balances. These accounts are referred to as Summary Accounts. One of
the wonderful features of the summary accounts is the explode level in the Report
Writer. When creating a report with summary accounts, you have the option to
drill down upon, and display the information of the accounts that roll up into the
summary. In other words, creating one report line with a summary account will
save you having to create individual report lines for each of the accounts that roll
up into the summary.

VISUAL Financials does not directly support divisions and departments in the
sense that an organizational matrix can be established. Instead significant digits
and indenture is commonly used to define organizational structure. You may want
to use delimiters, such as a period or dash, between the account number and the
department/division.
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By using a fixed number of digits and delimiters the Chart of Account structure
will be clear to users. It also makes report writing much simpler since wildcard
characters can be used in defining account numbers. This way as accounts are
added to the Chart of Accounts the reports will not need to be modified to include
the newly defined accounts.

Because VISUAL uses a free-form account number you can arrange the account
number and organizational number in any order or fashion that you want.

The indenting of the Chart of Accounts is very critical to make the financial
statements work. VISUAL does not close out income and expense accounts in the
traditional sense; it uses account indenture to offset prior year balances.

The indenture should be strictly defined to make the financial statements work
from an overall company perspective and not focus on organizational structure. If
you want a method to group together accounts for convenience in report writing
and online account review then use the Account Group feature in the General
Ledger. This feature lets you define any number of account numbers under another
account number much like indenture. In this way you can refer to the Account
Group as a whole rather than dealing with all of the individual accounts. This is
particularly powerful if you anticipate added or reclassifying accounts from time
to time. Queries and reports can refer to the group name which can have its
constituent accounts changed independently and at any time.

Document Numbering

A couple of general rules in document numbering are to avoid using alpha and
numeric mixed together as it can be confusing. If you do choose to use the
combination then try to avoid using “look alike” characters such as “O” and “0,”
or “T” and “1.” These characters are often confused and can potentially get entered
wrong into the system, or users will misread documents and have trouble performing
queries.

Most of the documents in VISUAL support automatic numbering. If the document
number is left blank, the system will automatically assign a number when the
transaction is processed. It is possible to use both automatic numbering and manual
numbering since numbers are only automatically assigned when the document
number is left blank. In this way some documents can be manually assigned while
leaving the remainder for automatic assignment.
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If you are using the automatic numbering feature you will want to give some thought
to the formatting of these numbers. VISUAL lets you assign specific prefixes and
suffixes to a sequential number. You may wish to use these to identify the year or
division (if you are using multiple VISUAL installations.) If you do use the year or
fiscal period be sure to include that as part of your Standard Operating Procedures
so that you will not forget to reset these.

Another useful thing to do is identify each type of document with a significant
prefix. For example Purchase Orders as “PO-*, or Customer Orders as “CO-*.
While this is additional typing and breaks the general rule of not mixing alpha and
numeric characters, the benefit is that you will easily be able to identify what type
of document something is just from the prefix. It can become overwhelming
differentiating the various documents since there are so many used in VISUAL
and they often look alike. The sequential number portion is generally used as a
simple “counter” and has no significance. There is a wide variety of ways to look
up and cross-reference documents in the system without resorting to using
significant numbering. Another consideration is the number of digits. A reasonable
number here is important. You don’t need a ten digit number if you only plan on
processing a few hundred or thousand documents. Remember five digits gives you
100,000 unique document numbers. Usually five or six digits suffice for most
installations. On the other hand it is important not too start with too few either. If
you start with three digits and then exceed its capacity of 1,000 unique documents
you will need to increase the number of digits.

The inconsistent number of digits as document numbers will make retrieving,
sorting, and report-writing much more difficult. The last consideration is leading
zeros. Try to avoid them as much as possible.

People tend to not enter leading zeros thinking they are not part of the number and
then you will end up with a variable number of digits and inconsistent query results.
You are far better off starting with a sequential number like 10001 rather than
00001.

General Ledger Interface Accounts

When setting up the financials a key area to get right the first time is the General
Ledger Account Interface. This series of account numbers tells the system where
to post various activity and defines many defaults that are used for posting in the
event that an account number is not explicitly defined when the transaction is
created. It is tempting to assign the most commonly used account number as the
default.
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For example you may have five inventory account numbers. A default inventory
account must be defined to be used in the event that an account number is not
assigned at the time when a new part number is entered into the system. The
temptation is to make the default the most commonly used inventory account
number. The problem with this is that it may be months before you notice that the
transactions associated with that part are mis-posted if a different account number
should have been used. You then have a significant amount of cleaning up to do. A
better approach is to define a series of Suspense Accounts that are only posted to in
the event that someone did not set up information correctly in the system. For
example you may have the original six inventory accounts plus one more called
“Inventory Suspense.” Use the Inventory Suspense account for the default. In this
way if someone sets up a new part number and neglects to define an account number
(or indirectly through a Product Code) then transactional activity will post to
Inventory Suspense. This will stick out and can be readily corrected. You can even
create a simple report that contains all Suspense Accounts.

That way if your Balance Sheet does not balance at the end of the month you can
run the Suspense Account Report and find all improperly posted transactions.

Even better yet, you can run this report throughout the month to quickly identify
the source of the problem and correct the user’s behavior so that constant
improvement is achieved.

Customized Reports

One of the more useful features of VISUAL is the ability to customize reports.
Reports can be customized for all users, specific users, and specific entities. Each
of the custom reports is contained in corresponding *.qrp file either on the server
or on the client workstation. While you are able to simply modify the standard
report file, it is very desirable to leave the original report definitions in place and
use the report override feature.

The report override feature allows you to place all custom report definitions in a
separate folder and map the software to find the appropriate report based on the
entity and user. Be sure to use this feature from the very start of your implementation.
If you modify the original *.qrp files they are likely to get over-written by software
patches and upgrades. In addition, when troubleshooting custom report problems
it is very helpful to temporarily remove the override to see how the standard report
functions.



VISUAL Manufacturing Implementation Chapter 4

Data Loading and Conversion

To aid in the discussion of the various data that need to be loaded into VISUAL,
we have classified them into three categories: static, dynamic, and historical. Static
data are the master records required to run the system. They include things like
Parts, Customers, Product Codes, and Bills of Material. Dynamic data are the
transactional records used in everyday use of the system. Examples include Purchase
Orders, Work Orders, Shippers, and Journal Entries. Historical data really is just
old static and/or dynamic data but we classify it separately since it is not necessarily
required to start up the system. Historical data may be loaded after going live, may
only be summarized, or may continue to exist on your legacy system.

Note: For more detailed information while you are reading this section, refer to
VISUAL Manufacturing’s user documentation.

This section focuses on the techniques of getting these data into VISUAL
Manufacturing.

Technique

Essentially there are two ways to get data into VISUAL Manufacturing: manual
entry and importing. Most implementations use some combination of these two
depending on the volume and complexity of the data involved. Other considerations
include how clean the source data is, how accessible it is, and what types of skills
are available among your team members. The Gantt Chart specifically lists each
data set with three phases. Phase one is to acquire the data. This may mean to
export it out of the old system or print it out or to find the person who has the
knowledge. The second phase is to do the actual loading. This is typically done by
data entry or importing. It may be necessary to do a combination of these two in
some cases. The third phase is to verify the data against the known source. This
can be the original source or simply spot checked by a knowledgeable person. In
any event, effort should be taken to divide these three phases among different
people so that crosschecking can take place.

Each data loading task of the Gantt Chart has underscores in it. These underscores
should be replaced with the specific technique. For example, “Obtain Chart of
Accounts from Legacy Accounting System”, “Load Chart of Accounts by
Importing”, and “Verify Chart of Accounts using Legacy Printouts”.
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Static Data

Listed below are the major static data that reside in VISUAL Manufacturing. They
are presented in the order that you would typically load static data so that underlying
information is populated for use by higher level data.

Manufacturing Global Information
From the main VMFG window: Admin\Application Global Maintenance

Simple lists of static data that are common to more than one functional area are
maintained in Application Global Maintenance.

Standard Industry Codes
From the Application Global Maintenance window: Maintain\SIC Table...

Standard Industrial Classification codes classify various companies by the products
they produce. You can enter and delete SIC codes from the SIC Table.

Alternate Industry Codes
From the Application Global Maintenance window: Maintain\AIC Table...

You can use AIC codes (Alternative Industrial Codes) as an alternative to SIC
code. You can enter and delete AIC codes from the AIC Table.

Ship Via’s
From the Application Global Maintenance window: Ship Via Table...

Use the Ship Via Table to enter or delete Ship Via codes. Ships Via codes represent
the various methods you may choose to ship product to your customers.

Territories
From the Application Global Maintenance window: Territory Table...

Use the Territory table to enter or delete Territory codes. Territory codes represent
the various geographical regions in which your company conducts business.

Free On Board

From the Application Global Maintenance window: FOB Table...
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FOB (Free On Board) codes determine at what point in the shipping process the
customer must take responsibility for the shipping fees for the goods your company
is shipping. Use the FOB Point Table dialog box to enter or delete FOB codes.

Commodity Codes
From the Application Global Maintenance window: Maintain\Commodity Table...

You can use commodity codes to define the class of materials used by your company.
Use the Commodity Code Table to enter or delete commodity codes.

RMA Reasons
From the Application Global Maintenance window: Maintain\RMA Reason Table...

A Return Material Authorization (RMA) is a document that controls the return of
some part or parts previously sold and shipped to a customer. You can use RMA
Reason Codes to specify why a customer is returning a part.

States and Provinces
From the Application Global Maintenance window: States and Provinces...

The names of all 50 states and some territories of the U.S.A. appear by default.
You can add or delete states and provinces from the default list.

Packaging Types
From the Application Global Maintenance window: Maintain\Packaging Types...

Packaging codes are user-defined codes that define the types of packaging to use
for the specific parts to which they are assigned.

National Motor Freight Codes

From the Application Global Maintenance window: Maintain\National Motor
Freight Codes...

Enter and maintain National Motor Freight Codes here.
Carriers
From the Application Global Maintenance window: Maintain\Carriers...

Here you can enter and maintain commercial transport carriers.
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Service Charge Defaults

From the Application Global Maintenance window: Maintain\Service Charge
Defaults...

Setup the service charges your company may charge here.
Export Formats
From the Application Global Maintenance window: Maintain\Export Formats...

Electronic payment and withholding format information for exporting data is
entered and maintained here.

Customer Order Acknowledgement Codes

From the Application Global Maintenance window: Maintain\CO
Acknowledgement Codes...

When customers send orders to their suppliers electronically, they often require a
return document verifying the receipt and acceptance of the order. In Electronic
Data Interchange (EDI), this document is called the Order Acknowledgement,
typically referred to as the 855 X12 Transaction or the Purchase Order Response
Message in EDIFACT.

Financial Global Information

Ledger\Application Global Maintenance

Common information for the financial applications is entered and maintained here.
Entity

From the Ledger Application Global Maintenance window: Maintain\Entity...

You may want to set up more than one financial entity. You can keep separate
financial information for different entities in the same database for Accounts
Payable, Accounts Receivable, and the General Ledger. Due to the complexity of
keeping track of multiple entities, you should only create another entity when
maintaining distinct financial records.

Financial Calendar

From the Ledger Application Global Maintenance window: Maintain\Calendar...
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After you define the General Ledger reporting periods, set the fiscal calendar and
accounting periods for your company using the Financial Calendar Maintenance
dialog box from the Ledger Application Global Maintenance window. Review the
calendar and plan carefully before entering data. Use the automatic date generation
feature to create a calendar for a particular fiscal year. Once the calendar is completed
you can alter the following fields as required: first day, last day, and status.

Chart of Accounts

From the Accounting window: Info\Chart of Accounts (indented) or Info\Chart of
Accounts (next level)

Your Chart of Accounts is entered and maintained in the system by using Accounting
Window. You should design the structure of your Chart of Accounts before you
start adding any accounts or entering account information. The Chart of Account
design should consist of the accounts and the Account ID’s the chart will contain
as well as the relationship between the accounts. You create relationships from the
top of the hierarchy down; use the summary level account to specify the accounts
that are subordinate to it, within that account hierarchy.

After you have designed the Chart of Accounts and the Indented Chart of Accounts,
you can use the Accounting Window to add the posting and summary level accounts.

Although it is advisable to add all of the accounts and their relationships before
you start using the General Ledger, you can add both accounts and relationships at
any time. When you add relationships at the top of the account hierarchy, VISUAL
automatically summarizes amounts from lower level accounts.

Basic Information

Each account is assigned an Account ID that is used throughout the system.
Additional fields to populate here include description, account type, entity, and
currency.

Subordinate Accounts

Here you add subordinate accounts to a parent account. The only data required is
the Account ID.
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Account Groups

Use Account Groups to group accounts together under one identifier, which you
can specify when you create reports only with the General Ledger Report Writer.
You need to identify the Account group with a unique name and list below it all
Account ID’s that it is to contain.

Allocations
From the Accounting window: Maintain\Allocations...

Use allocations to automatically creat distributions in your General Ledger. Each
Allocation is defined by a unique identifier and may be assigned a Group ID to
simplify the triggering process. You need to define the triggering frequency, the
type of currencies to generate the allocation in, and any user defined variables.

The line detail is used to set up the parameters of this specific allocation. If your
allocation is going to based on a formula enter the Numerator G/L Account ID,
Divisor G/L Account ID, and Entity ID. If there are additional percentages you
would want to use, you can enter them in one of the three Allocation percent
columns. If there is an additional dollar amount, it can be entered in the Additional
Amount column.

Once the formula is complete, you then must enter the account to be affected by
this allocation in the Debit and Credit G/L Acct ID columns. A Transaction Entity
ID must be specified. This will be your default Entity, but you may enter another
ID if using multi entity.

General Ledger Consolidation
From the main VMFG window: Ledger\Consolidation

Consolidation is the process of combining financial information to produce financial
statement reports. The consolidation process in VISUAL involves two areas: Multi-
currency, and the ability to support possible dissimilar Chart of Accounts structure
between the subsidiary and parent organization.

The Consolidation Entry window allows subsidiary organizations to generate
consolidation entries that you can pass electronically to the parent organization to
use in consolidated reporting.
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Currency Exchange Rates
From the main VMFG window: Ledger\Currency Exchange Rate Maintenance

The Multi-Currency feature allows you to trade with customers and vendors whose
native currency is different than that of your business. This information is entered
and maintained in the system by using Currency Exchange Rate Maintenance.

Currencies
From the Currency Exchage Maintenance window: Edit\Currency Maintenance

You can define each currency known to the system (including the system’s own
native currency) using Currency Exchange Rate Maintenance. Here you will specify
naming conventions, currency format, negative currency format, and symbols to
be used.

One of the currencies you define must be marked as the system currency. Set the
system currency before using VISUAL. All internal amounts and accounts will
appear in this currency. If you use Euro Currency then one of the currencies must
be identified as the Euro Currency.

Exchange Rates

You can set exchange rates between the system currency and other currencies. You
can enter new rates as often as necessary. The rates are maintained along with the
effective date until you choose to delete them.

Bank Accounts
From the main VMFG window: Cash\Bank Account Maintenance

Use Bank Account Maintenance to enter and maintain account information about
your bank and ledger accounts relative to receivables and payables. In Receivables
Cash Application, VISUAL uses bank account information to track Receipts. In
Payables, VISUAL uses the same information to track Payments. You can enter an
unlimited number of bank accounts in Cash Book.

VISUAL handles multi-currency issues related to the Euro. Companies that deal
with European transactions need to transfer currencies between bank accounts.
You should setup bank accounts of different currency denominations; this gives
you the ability to receive monies in a customer’s normal currency as well as the
ability to pay vendors in their native currency.
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General

Each bank account is assigned a Bank ID that is used throughout the system.
Additional fields to populate here include General Ledger account, Entity, and
currency.

Address
These fields define the address for the bank.
Payment

VISUAL Manufacturing supports payment receipt and disbursement in the forms
of checks. Vendor payments can occur in other forms, particularly now, in electronic
form. This involves a direct access method provided by a third party software
package that connects to the bank or a clearing house via modem or other on line
connection. More often it involves the creation of an export file. VISUAL
Manufacturing supports the export file method. In addition it also supports BACS,
a United Kingdom bank clearing and electronic funds method.

Fields here include bank account number, account type, branch, transmit user, and
the export format for electronic transfers. Export formats are defined in
Manufacturing Application Global Maintenance.

Cash Management
From the main VMFG window: Cash\Cash Management Window

The Cash Management Window helps you manage cash flow and make critical
decisions. The Cash Management Window organizes actual cash flow, predicts
cash flow for future periods based on a set of planning assumptions, and provides
a forecasting mechanism to build business speculation into the plan. Each plan can
be entity-specific, currency-specific, and user definable. It also provides tools to
make cash budgets easy to understand.

Global Units of Measure
From the main VMFG window: Inventory\Unit of Measure Maintenance

The Unit of Measure Maintenance function defines and maintains the different
units that can be used in VISUAL to specify material quantities. You can use different
units of measure to specify quantities for material purchases, material stocking,
material requirements (in Work Orders or Engineering Masters), and shipping. To
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allow for differences in these units, a conversion factor may also be established.
VISUAL will automatically convert, as needed, provided the necessary conversions
have been defined. The system will first search for the direct conversion and then
use the reciprocal if that is available.

Warehouses and Locations
From the main VMFG window: Edit\Location/Parts

Your warehouse and locations (within the warehouse) information is entered and
maintained in the system by using Warehouse Maintenance. You must create at
least one warehouse for the system to use during inventory transaction activities.
This should be done during implementation and before you begin entering your
parts through Part Maintenance.

Warehouses

These fields define the physical warehouses in your company. Data includes the
warehouse description, address, and optional Intrastat information.

Locations

For each warehouse any number of locations can be defined. Each location is
defined with a Location ID, a description, and the type of stock that the location
represents.

Transit Times
From the Warehouse Maintenance window: Edit\Transit Times...

Use the Transit Times feature to set the number of days it takes to move parts from
one warehouse to another. VISUAL uses these times as default values in the
Interbranch Transfer Entry window as you enter From Warehouse and To Warehouse
combinations.

Shop Calendars
Global Shop Calendars

From the Application Global Maintenance window: Located on the Scheduling
tab.

The Weekly Shop Calendar defines standard workday and shift information for
your plant. The Global Scheduler uses this information when producing a shop
schedule. You can define calendars specific to a particular schedule or individual
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shop resource. Where neither of these are defined, the calendar specified here is
used. This calendar should therefore define the default work week—exceptions
for holidays and different work center schedules are handled in the following section.

Global Calendar Exceptions

From the Application Global Maintenance window: Maintain\Calendar
Exceptions...

In some instances, you may need to change a normal shift day. In these cases, you
can define an exception for the calendar. For example, use the exception table to
define holidays. These exceptions are global in that they apply to all schedules and
all shop resources.

Specific Shop Calendars
From the Concurrent Schedular window: File\Weekly Calendars...

You can define calendars specific to a particular schedule or individual shop
resource. Where neither of these is defined, the calendar specified in Application
Global Maintenance is used.

Specific Calendar Exceptions
From the Concurrent Schedular window: File\Calendar Exceptions...

In some instances, you may need to change a normal shift day for a particular
schedule or individual shop resource. In these cases, you can define an exception
for the calendar. For example, use the exception table to define holidays.

Sales Taxes
From the main VMFG window: Sales\Sales Tax Group Maintenance

Your sales tax information is entered and maintained in the system by using Sales
Tax Group Maintenance. These taxes are then used during Customer Order Entry.
You can also create a Tax Group ID to assign as default Tax ID for a customer. By
assigning a default Tax Group ID in Customer Maintenance, you will not need to
enter a Tax Group ID each time a customer places a new order. Because the table
information is controlled here, you need only input the Tax Group ID when entering
a customer order. This ensures that the correct tax is applied to all customer orders.

Basic Information

Each sales tax group is assigned a unique identifier and description.
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Line Information

Each line of the sales tax group contains Sales Tax ID, description, and General
Ledger account.

Tax Percentages

You enter and maintain the percentage of sales tax here based on effective date.
You can also set a ceiling amount for the tax.

Employees
From the main VMFG window: Maintenance\Employee Maintenance

Your employee information is entered and maintained in the system by using
Employee Maintenance. Accurate employee information is essential for proper
job costing. The key decision areas for Employee Maintenance are listed below.

Basic Information

Each employee is assigned an Employee ID that is used throughout the system.
While VISUAL Payroll and VISUAL Human Resources use a separate employee
master it is generally a good idea to have the Employee ID’s identical in each
database to allow the importing and exporting of information between the products.

Each master contains the address, department, and pay rate for the employee.
Shift Definition
From the Employee Maintenance window: Edit\Shift Definition...

You can optionally assign a shift to each employee. In order to use this feature you
will need to establish a list of shifts to choose from.

Before you can assign Shift IDs, you must first define the Shift IDs. Shift IDs
define the break, lunch, and grace periods for a given shift. In defining each shift,
you can break down shift schedules by activities that occur during the shift. These
activities include allowed clock-in and clock-out grace periods, between-job lag
times, and break times. You can also expand this to include specific clock times
that shifts begin and end, and breaks occur. For paid breaks and meals an indirect
code can be assigned.

Indirect Codes

From the Employee Maintenance window: Edit\Indirect Codes...
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Indirect labor codes specify the accounts to which indirect labor (i.e. non-Work
Order related) is charged. The employee can then use the bar code associated with
the indirect code when charging time to something other than a work order (e.g.
training, meetings.)

Earning Codes
From the Employee Maintenance window: Edit\Earning Codes...

You can optionally assign an Earning Code to each employee. These codes are
used to direct labor transactions to their respective earning code in VISUAL Payroll.
Payroll is then able to handle these transactions in a way specific to that earning
code. For example there might be different pay rates, benefit accrual, or different
union policies based on an earning code. Earning codes copy to Labor Tickets
during creation and can be overridden. They become part of the time and attendance
records that are used for subsequent payroll processing.

Vendors
From the main VMFG window: Purchasing\Vendor Maintenance

Your vendor information is entered and maintained in the system by using Vendor
Maintenance. Most of the information on this window is not required. The more it
is complete the better the system will be able to use this data to fill-in information
in other parts of the system. If you will be using the Purchasing Window, or if you
want to attach preferred vendors to your purchased parts, select Vendor Maintenance
and add your vendors to the database using this window. Vendors may be added on
the fly if desired by using Vendor Maintenance during normal system operation.
The key decision areas for Vendor Maintenance are listed below.

Basic Information

A Vendor ID and Vendor Name initially defines a vendor. The Purchase From
fields define the address where Purchase Orders are to be issued. The Remit To
address fields are used to define where the payment will be issued for the vendor.

General

The contact fields are used to capture the main contact person and associated data.
These data are carried to Purchase Order Entry at the time of vendor selection.
This contact information is useful for reference purposes and custom report writing.

The shipment fields include Default Carrier ID, Free On Board, and Ship Via.
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These data are carried into Purchase Order Entry where they can be overridden as
desired. You can omit this information when populating Vendor Maintenance.
However, you will then need to manually enter the information each time a Purchase
Order is created.

You can also optionally add an unlimited number of Ship-To addresses that define
where the vendor is to ship their product. This is useful if you have multiple locations
or you wish to drop ship to customers. These Ship-To addresses are common among
all vendors.

Accounting

Vendor terms are defined here and are carried to Purchase Order Entry where they
can be overridden as desired. The invoice matching fields are used to define
matching tolerances between the actual receipt and the vendor’s invoice. This
optional feature is useful in setting realistic limits for mismatches in the vouchering
process.

Defaults can be optionally defined for the currency which the vendor typically
transacts business, Accounts Payable Account ID, and Expense Account ID.

User Defined

Up to 10 user defined fields can be established for each vendor. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Intrastat

If your company requires Intrastat reporting, these fields need to be populated to
define transportation information for the vendor.

Payment

If you want to make payment to some vendors electronically then these fields
define how the electronic transfer will occur. The default is to issue a paper check.

Purchase Addresses

From the Vendor Maintenance window: Maintain\Purchase Addresses...
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You can establish an unlimited number of alternate Purchase From addresses for
each vendor. This is useful when you order from more than one physical location
of the same vendor and don’t want separate vendor definitions for each location.
The Ship To address selection is made in Purchase Order Entry.

Remit To Addresses
From the Vendor Maintenance window: Maintain\Remit To Addresses...

You can establish an unlimited number of alternate Remit To addresses for each
vendor. This is useful for when you need to make payments to more than one
location but want to retain one vendor definition. The Remit To address selection
is made in A/P Invoice Entry.

Alternate Contacts

From the Vendor Maintenance window: Miantain\Alternate Contacts...

You can have an unlimited number of alternate contacts associated with each vendor.
Vendor Banks

From the Vendor Maintenance window: Miantain\Vendor Banks...

Use Vendor Maintenance to enter vendor bank information for all vendors. Typically,
each vendor has only one vendor bank, but you can add others if necessary.

Withholding Codes
From the Vendor Maintenance window: Maintain\Withholding Codes...

Enter and maintain your vendor withholding codes here by establishing a code,
tax percent, General Ledger account, and tax allowance percent.

Shop Resources
From the main VMFG window: Purchasing\Shop Resource Maintenance

Your shop resource information is entered and maintained in the system by using
Shop Resource Maintenance. A shop resource can be a work center or assembly
station, an individual or group of individuals, or a subcontractor employed by
your company to perform a manufacturing process. The Shop Resource
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Maintenance function provides the means necessary to maintain correct and accurate
definitions of your shop resources. This information is vital for proper scheduling
and work order costing. The key decision areas for Shop Resource Maintenance
are listed below.

Basic Information

A meaningful Resource ID should be chosen since it will be used throughout the
system to identify resources. Each resource must be assigned a type that defines
the basic behavior of the resource in the system. These types are: Work Center,
Individual/Team, Contractor, or Group.

Costs

These fields are used to maintain the cost of the Shop Resource. Cost is maintained
in two general categories: labor and burden. If you are using Standard Cost then
both cost categories are used to add value to WIP as labor transactions are entered.
If you are using Actual Costing then the labor portion is used only for estimates.
The labor for the cost is taken from the Employee Master for the specific employee
that performed the operation.

You are able to establish the General Ledger accounts where the system will post
transactions for the resource. These accounts are the “other side” of the transaction
to the WIP account. If these fields are left blank, then the system defaults to the
accounts setup in the accounts you specify in Application Global Maintenance for
Financials.

Other

These fields are used to establish the manner in which the Global Scheduler will
schedule the Shop Resource. Since the shop schedule is only as good as the source
data, it is imperative that these data accurately reflect the real-world resource that
they represent.

These settings include how many capacity units are available per shift, group
exclusivity, and a number of overrides.

Presentation Sequence

From the Shop Resource Maintenance window: Edit\Presentation Sequence...
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You can establish the order in which the Shop Resources appear in the Scheduling
Window. This is useful if you want key resources to appear first and less critical
ones to be displayed toward the bottom. If you do not establish a presentation
sequence, then the system places them in the Scheduling Window in alphabetical
order.

Shop Views
From the Shop Resource Maintenance window: Edit\Shop Views...

You can create different views to be available while using the Scheduling Window.
These different views contain a set of resources you define under a particular View
ID. Use Shop Views to define a set of resources you want to view at one time in the
Scheduling Window. A resource can belong to many views.

Shop Groups
From the Shop Resource Maintenance window: Edit\Shop Groups...

The Group type of Shop Resource has one or more other Shop Resources associated
with it. These resources are all required or can be used alternately with one another.
This list of subordinate resources is maintained as a Shop Group. If you are
implementing the Group type of Shop Resource, you will need to maintain Shop
Groups.

Operation Types
From the Shop Resource Maintenance window: Edit\Operation Types...

Use the Operation Types feature to pre-define all of the attributes of an operation
so that you can easily copy information about the operation during operation add
or edit in the Manufacturing Window. You can have up-to 99 different Operation
Types, each with different attributes. When you change the type of an operation in
the Manufacturing Window, the systems asks you whether or not to have the
attributes copied. Most fields available for entry for an operation in the
Manufacturing Window are available here for entry.

This optional feature greatly reduces the amount of data entry required in the
Manufacturing Window and can be implemented at any time.

Services

From the main VMFG window: Purchasing\Outside Service Maintenance
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Your outside service information is entered and maintained in the system by using
Service Maintenance. The Service ID set up here is required when you specify a
sub-contractor resource in an operation. Service Maintenance is somewhat
analogous to Part Maintenance - a Vendor ID, specifications, and costs are
maintained here. The key decision areas for Shop Resource Maintenance are listed
below.

Basic Information

A unique Service ID is required to establish a service master. Additional information
includes a description, associated Part ID, preferred vendor, and the usage unit of
measure.

Costs

These fields are used to maintain the cost of the Service. If you are using Standard
Cost then this cost is used to add value to WIP as a service is completed. If you are
using Actual Costing, then the cost is only used for estimating purposes. The actual
cost comes from the Purchase Order or vendor’s invoice (depending on how
Purchase Order costing is setup.)

Planning

These fields are used to establish the manner in which the service is planned by the
system. Since the planning features of VISUAL are only as good as the source
data, it is imperative that these data accurately reflect the real-world resource that
they represent.

These settings include how many days the material is to be out to the vendor, the
run time and type, and load size.

Units of Measure
From the main VMFG window: Inventory\Unit of Measure Conversion...

A usage unit of measure must be defined for each service. An unlimited number of
unit of measure conversions can also be defined for each service. These conversions
are specific to the particular service and override any global conversions defined
in Unit of Measure Maintenance. These conversions are useful in defining non-
generic conversions such as pieces per box, or feet per length.
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Vendors Supplying This Service

From the Outside Service Maintenance window: Maintain\Vendors Supplying this
Service...

You are able to establish a list of vendors that provide a particular service. By
detailing information about each vendor and service, you will save many keystrokes
during order processing. Once a vendor is associated with a service you are able to
enter a vendor-unique Service ID, and the same cost and planning data as defined
above for the generic “vendor-less” service.

Vendors Supplying Service
From the Outside Service Maintenance wndow: Maintain\Vendor Services Supplied

Since the service is now specific to a vendor you are also able to maintain quotes
by quantity. In addition you can specify the unit of measure that you want to use
with this vendor.

Customers
From the main VMFG window: Sales\Customer Maintenance

Your customer information is entered and maintained in the system by using
Customer Maintenance. Most of the information on this window is not required.
The more it is complete the better the system will be able to use this data to fill-in
information in other parts of the system. Customers can be added on the fly if
desired by using Customer Maintenance during normal system operation. The key
decision areas for Customer Maintenance are listed below.

Basic Information

A Customer ID and Customer Name initially defines a customer. The Sold To
fields define the address where Customer Orders are to be issued.

The Remit To address fields are used to define where the payment will be issued
for the vendor. You can establish an unlimited number of alternate Remit To
addresses for each vendor. This is useful for when you need to make payments to
more than one location but want to retain one vendor definition. The Remit To
address selection is made in A/P Invoice Entry.
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General

You can assign a Standard Industry Code (SIC) to each customer. These are
predefined in Application Global Maintenance for lookup purposes, however
freeform text is allowed since the data is not validated by the system.

You can assign an Alternate Industry Code (AIC) to each customer. These are
predefined in Application Global Maintenance for lookup purposes. However,
freeform text is allowed since the data is not validated by the system.

Each customer can optionally have associated with it one Territory. The Territory
is typically the geographic location of the customer, however it can be defined any
way you wish. The purpose of the field is for reference and as a sort basis in
several reports. The Territory is predefined in Application Global Maintenance for
lookup purposes. However, freeform text is allowed since the data is not validated
by the system.

Shipment fields include Default Carrier ID, Free On Board (FOB), and Ship Via.
These data are carried into Customer Order Entry where they can be overridden as
desired. You can omit this information when populating Customer Maintenance.
However, you will then need to manually enter the information each time a Customer
Order is created.

You also need to indicate whether each customer will accept partial shipments and
if they will accept orders early (and how many days.)

These fields are used to capture the main contact person and associated data. These
data are carried to Customer Order Entry at the time of customer selection. This
contact information is useful for reference purposes and custom report writing.

Credit Limit

These fields define and control the customers credit limit. By using the Credit
Status and Credit Limit controls, you can effect how Customer Order Entry and
Shipping Entry behaves when a customers credit limit is exceeded.

You are also able to control if a Return Material Authorization (RMA) is required
when a customer returns product.
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Accounting

Customer terms are defined here and are carried to Customer Order Entry where
they can be overridden as desired. You also can associate a Sales Tax Group ID
with each customer. This will become the default for Customer Order Entry.

Defaults can be optionally defined for the currency in which the customer typically
transacts business and Accounts Receivable Account ID.

User Defined

Up to 10 user defined fields can be established for each customer. The labels for
the fields can be custom defined in an unlimited number of sets. These fields are
for reference purposes and custom report writing.

Intrastat

If your company requires Intrastat reporting, these fields need to be populated to
define transportation information for the customer.

Shipping Addresses
From the Customer Maintenance window: Maintain\Shipping Addresses...

You can establish an unlimited number of Ship To addresses for each customer.
This is useful when you ship to more than one physical location for the same
customer and don’t want separate customer definitions for each location. The Ship
To address selection is made in Customer Order Entry.

Alternate Contacts
From the Customer Maintenance window: Maintain\Alternate Contacts...

You can have an unlimited number of alternate contacts associated with each
customer.

Discount Code
From the Customer Maintenance window: Maintain\Discount Codes...

A Discount Code can be assigned to each customer to be used as default for
Customer Order Entry. These codes are used to reduce the prices for a particular
customer. The discount can be overridden at any time in Customer Order Entry.
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You may find this useful for giving high volume, preferred, or wholesale customers
discount pricing. In Part Maintenance, you are able to enter matrices defining
discounts based on the discount code, customer, and part ID. If you want to use
discount codes, then a list of available discount codes needs to be established system
wide. Each discount code has a simple percentage discount associated with it.

Sales Representatives
From the Customer Maintenance window: Maintain\Sales Reps...

Customer Maintenance allows you associate a Sales Representative with each
customer. While the Sales Representative is an optional field, you will want to use
it if you want to generate a sales commission report or generate checks for your
sales representatives through Accounts Payable.

If you want to use Sales Reps, then a list of all sales representatives needs to be
established. Each Sales Representative has a default commission and is setup to
pay as either an employee or vendor. You can optionally share commissions of one
sales rep with another on a percentage basis.

Parts
From the main VMFG window: Inventory\Part Maintenance

Your part information is entered and maintained in the system by using Part
Maintenance. A part is defined as the raw material necessary in the manufacturing
process or stocked parts produced from the manufacturing process. A stocked part
can be either a finished piece or an intermediate assembly that will be used in
another process. The Part Maintenance function provides the means necessary for
complete maintenance of all parts. The key decision areas for Part Maintenance
are listed below.

Basic Information

A unique part ID is required to establish a part master. If you do not want to use a
part number for some items then those items should be entered directly into the
appropriate window such as Customer Order Entry or Purchase Order Entry. If
you want to predefine non-numbered parts, then you can maintain these based on
vendor within Part Maintenance. These parts are not associated with any part master.
The part description should be carefully worded to aid in the searching for parts.
Additional fields define the drawing number, revision, and file name. Once a file
name is associated with the part a button can be pressed to view the associated
drawing.
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Units of Measure
From the Part Maintenance window: Maintain\Unit of Measure Conversion...

A stocking unit of measure must be defined for each part. An unlimited number of
unit of measure conversions can also be defined for each part. These conversions
are specific to the particular part and override any global conversions defined in
Unit of Measure Maintenance. These conversions are useful in defining non-generic
conversions such as pieces per box, or feet per length. When parts are referenced
in Customer Order Entry, Manufacturing Window, Purchase Order Entry, and
Shipping Entry, a different unit of measure may be used. Conversions are then
applied and the quantities changed to reflect the stocking unit of measure for
purposes of planning and inventory control.

A different unit of measure can be defined for the parts weight. Used in connection
with the unit of measure conversions this feature allows you to define shipment
weights in different units than the stocking unit of measure.

Product Codes
From the Part Maintenance window: Maintain\Product Codes...

You can establish a series of product codes to conveniently classify groups of
parts. These product codes can be associated with various general ledger accounts.
When the product codes are assigned to parts the general ledger accounts are in
turn assigned to the parts. This avoids assigning account numbers on an individual
basis to each part. An added benefit is that if you choose to change an account
number you only need to change it in the product code and not in each part. The
product code is carried to Customer Order Entry.

For each account, VISUAL first looks for a part specific account, then for a product
code account, then accesses the system default. For any line you leave blank, the
lookup “falls through” to the global defaults. Likewise, if you specify inventory
general ledger accounts in the accounting section of Part Maintenance, they override
any entries you make here. The minimum recommendation is to override all four
cost categories (Material, Labor, Burden, and Service) for an account type
(Inventory, WIP, COGS) as a group.

Product codes are pre defined and can be chosen throughout the system.
Alternatively free-form text can be entered into Product Code fields and is not
validated against the pre-defined list.
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Commodity Codes
From the Part Maintenance window: Maintain\Commodity Code...

The Commodity Code is a user-defined code for an item. The system uses the
Commodity Code for searching and sorting in material planning. The Commodity
Code is carried to Customer Order Entry.

Commodity codes are pre defined and can be chosen throughout the system.
Alternatively free-form text can be entered into Commodity Code fields and is not
validated against the pre-defined list.

Settings

These check boxes are used to classify each part and controls functionality of the
part throughout the system. While these settings are not mandatory, they are a
good idea to implement at the outset. If these are properly set, then inappropriate
fields for the part type are grayed out.

Costing

These fields are used to maintain the cost of the part. Cost is maintained in numerous
categories including optional burden application upon receipt and/or upon issuance.
If you are using Standard Costing, then a cost is mandatory for each part since this
is the basis for inventory valuation. If you are using Actual Costing, it is still a
good idea to establish a cost since the system will use it (rather than zero) in the
absence of an actual cost. This can happen during estimating and adjusting inventory
into stock without providing a cost.

If the part has an associated Engineering Master, then the cost fields can be
automatically calculated by imploding all the costs of the part contained in the
Engineering Master. This implosion should be done once you are finished initially
loading parts and again on an as-needed basis. Since there can be many Engineering
Masters for each part, you must specify a default Engineering Master for purposes
of cost implosion and planning throughout the system. This default is maintained
in the Engineering Master Engineering ID field.

Planning

These fields are used for material planning and scheduling. All parameters are
optional but careful consideration should be given to which ones are appropriate
for the type of planning that you intend to do. The specific areas effected are
material planning, scheduling, MRP, order point, and ABC analysis.
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Accounting

These fields associate the part with General Ledger accounts. Enter the General
Ledger accounts that you want the system to credit or debit when an inventory
transaction is performed with this part. If you do not enter a General Ledger account
number in any of these fields, the system uses the default accounts you specify in
Application Global Maintenance for Financials.

An alternative to manually assigning account numbers to every part is to use Product
Codes. With Product Codes the General Ledger account association is made with
the Product Code so that by assigning a Product Code to a part the account numbers
are automatically assigned.

Defaults

Several defaults can be established for each part to simplify transactional processing
for the part. The defaults show up automatically throughout the system to save
data entry time for the user and can be overridden at any time. Defaults can be
established for vendor, manufacturer, primary warehouse, auto-issue warehouse,
inspection warehouse, and shipping information.

User Defined

Up to 10 user defined fields can be established for each part. The label’s for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Piece Tracking

If you are using the Dimensional Inventory feature, these fields are used to specify
which dimensions are tracked and at what unit of measure. It is essential that these
fields are accurately defined before starting any Dimensional Inventory transactions.

Intrastat

If your company requires Intrastat reporting, these fields need to be populated to
define transportation information for the part.

Warehouse Locations

From the Part Maintenance window: Maintain\Warehouse Locations...
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A list of all valid warehouse locations must be maintained for each part that is to
be stocked. Before you can do this, however, you must define warehouses and
locations in Warehouse Maintenance. Various settings are available where you can
specify location availability, default, and hold reason. Additional part warehouse
locations can be established “on-the-fly” during inventory transaction processing.

For parts that you are not going to stock (i.e. purchase directly to a job) you do not
need to create this warehouse location list.

Hold Reasons
From the Part Maintenance window: Maintain\Hold Reasons...

If you intend to have certain warehouse locations dedicated to inventory on hold,
you will need to establish a list of Hold Reasons to associate with those locations.
A Hold Reason is a code representing a reason that a given part location is not
available for issue. For instance, a Hold Reason “Inspect” might indicate that parts
are being inspected and therefore have not yet been approved for use on the floor.

Pricing

From the Part Maintenance window: Maintain\Unit Prices by Customer...
From the Part Maintenance window: Maintain\Unit Prices by Discount Code...
From the Part Maintenance window: Maintain\Unit Prices by Market...

A unit price and wholesale unit price can be optionally established for each part. If
a price is not established then the system will default to zero.

If your pricing requirements for a particular part are more complex, you may want
to implement Unit Prices by Customer or Unit Prices by Discount Codes. The Unit
Prices by Customer enables you to set up price-breaks based on quantity for each
customer. Additionally, an alternate selling unit of measure can be established for
each customer. The Unit Prices by Discount Codes enables you to setup price-
breaks based on a discount code such as “Volume Discount,” “Prepaid Order,” or
“Spring Sale.” By using these two pricing matrices together you can create complex
pricing structures for your parts.

Part Trace Profiles

From the main VMFG window: Inventory\Part Trace Profile Maintenance
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A Trace Profile defines if a part requires lot or serial number traceability and where
this information is required. This is an optional module that is not part of the
standard core product.

Basic Information

The Profile ID is the same as the Part ID since only one profile can exist for each
part. A label is associated with each profile that specifies the term that is used for
grouping the part. Examples of this are Lot Number, and Serial Number.

When to Apply

You need to specify when the user is required to enter trace data for the part. This
data can be collected at any or all of receiving, issuing/shipping, adjustments, and
labor tickets.

Numbering

You can either automatically or manually assign numbers to lots. If you choose to
automatically assign numbers, then a profile needs to be established that defines
how the number is to be generated.

Lot Sizes

You need to define the maximum size for each lot. For example you may want to
start a new lot number for every ten pieces. If you are implementing serial numbers,
this field should be set to one so that each part is assigned a unique identifier. If the
field is left blank, then there is no maximum quantity for an individual lot.

Properties Labels

Each time lot information is collected you can specify additional data to be collected
unique to that lot. Example for this would include final dimensions, electrical
parameters, or grade. These parameters can be classified as either alpha or numeric
to ease the process of data extraction and analysis. You are also able to specify
whether each property is optional or mandatory.

Engineering and Quote Masters

From the main VMFG window: Eng/Mfg\Manufacturing Window
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Each Master contains header information about the overall Master, and multi-level
subordinate “cards” that define materials, operations, and outside services.
Additionally, message information about the Master is available at both the header
and line level.

Header Basic Information

Each Master is assigned a unique identifier that is used throughout the system.
This identifier is comprised of five elements: type, base, lot, split, and subordinate
(leg). Additional information includes release date, want date, and quantity.

Header General

Fields here include engineered by, engineered date, drawing information, product
code, and commodity code.

Header User Defined

Up to ten defined fields can be established for each Master. The label’s for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Header General Ledger Accounts

If you are using the VISUAL Financials interface, there are four General Ledger
accounts associated with a Master. These are Work in Process accounts for each of
the four cost categories: Material, Labor, Burden, and Service. Normally, VISUAL
reads these accounts from the Product Code definition, if one is associated with
the Part ID, or from the default G/L account interface settings. If you wish to
override them for any Work Order produced from this Master, press the G/L
accounts, enter each account, or select one by pressing the appropriate button.

Header Variables

These fields are used to define variable dimensions referenced in material
requirements. When a Work Order is created from this Master, VISUAL copies the
value you specify here as the default. You can then modify the variable values for
each new Work Order. This allows you to adjust work order required quantities
without modifying individual material requirements.
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Master Co-Products

You are able to specify multiple co-products for each Master. Co-product is an
additional part produced by a Work Order, in addition to the main part. A Master
specifies a part in its header that is considered the main part of the order. This part
may or may not be assigned a part number. The co-product list specifies the
additional parts that are made with the main part. All co-products must have part
numbers. Additional fields here are the breakdown of cost by percentage in each
of the categories of material, labor, burden, and service.

Operation Basic Information

Each operation is assigned a unique leg number and sequence number. The leg
number is assigned by the system away from user interaction. The sequence number
is pre-assigned but can be changed by the user. You should avoid assigning any
significance to the sequence number (such as drawing designator) and reserve it
strictly for sequencing the operations. Other reference fields exist for cross-reference
purposes.

Each operation is defined by a Shop Resource. Shop Resources are maintained in
Shop Resource Maintenance and selected in the operation. All data are copied
from the respective Shop Resource and can be overridden as required.

If the Shop Resource chosen is a contractor (outside service) then you must also
choose a Service ID. Service ID’s are maintained in Service Maintenance.

A labor saving feature is to use Operation Types. These types contain specific
template configurations for the use of a Shop Resource. Upon selecting a type all
or some of the information below is populated depending on how complete the
type was originally defined. Operation Types are maintained in Shop Resource
Maintenance.

Operation Setup/Run

Fields here include setup hours, run, run type, load size, move hours, minimum
move hours.

Operation Other

Fields here include quality test, drawing information, minimum capacity usage,
maximum capacity usage, and several scheduling and lot trace control parameters.
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Operation Costs

Fields here include the various cost data brought in from the Shop Resource
including run, setup, and burden costs.

Operation Advanced

These fields define the Shop Resources that are required concurrently with the
main primary Shop Resource. Additional fields define the duration percent and
whether each concurrent resource is required at the beginning or end of the
operation.

Operation Scrap/Yield

These fields contain scrap and yield percentages with the ability to manually override
the calculated values with firm quantities.

Operation Service

If the operation being defined is an outside service, then these fields become
available for populating. Data includes vendor, service part, and warehouse.

Operation Quote

If the master is a Quote Master, then these fields become available for populating.
Data includes quantity, unit cost, base charge, and minimum charge.

Operation User Defined

Up to ten defined fields can be established for each operation. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Material Basic Information

Each material is assigned a unique leg number and piece number. The leg number
is assigned by the system away from user interaction. The piece number is pre-
assigned but can be changed by the user. You should avoid assigning any significance
to the piece number (such as drawing designator) and reserve it strictly for
sequencing the operations. Other reference fields exist for cross-reference purposes.

Each material is defined by a part, however these parts do not have to reside in the
part master and can be simply described for one-time use. Parts that are in the
master are maintained in Part Maintenance.
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Material Quantities

These fields include quantity per, fixed quantity, scrap percentage, dimensions
(for use with Work Order variables), reference designator, usage unit of measure,
and dimensional inventory parameters.

Material Specifications

A free form field is provided for detailed descriptions and instructions. Also included
is effective date, discontinue date, and drawing information.

Material Costs

Fields here include the various cost data brought in from the Part including material,
labor, burden, service, and fixed costs.

Material Vendor

Specify a vendor for a non-inventory part. This might be a part on a Quote Master
that has yet to be given a master, or a special part for a job that will never be given
a master. This provides a vendor to be used when purchasing the material to the
job.

Material Planning

Planning lead-time for the part can be entered here to override the standard lead-
time defined in the Part Maintenance.

Material User Defined

Up to ten defined fields can be established for each material. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Master Product Configurator Interface
From the main VMFG window: Sales\Configurator Interface Maintenance
From the main VMFG window: Eng/Mfg\Configurator Interface Maintenance

If you are using the optional Master Product Configurator, then you will need to
establish an interface table that maps the output of the configurator to specific
Engineer Masters within VISUAL. This information is entered and maintained in
the system by using Product Configurator Interface Maintenance.
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VISUAL Messages
From the main VMFG window: Admin\Messages Maintenance

VISUAL Messages creates and maintains records of specific events and sends
notification that the event has occurred.

Basic Information

A unique Event ID is required to establish a VISUAL Message. Additional
information includes class, action, status, frequency, source document information,
sender, recipient, and subject.

Message
The descriptive message for the triggered event is entered and maintained here.
Data

You can enter or paste binary data, pictures, bitmaps, or text here. This information
is for reference purposes only.

Query
You need to enter a valid SQL query that you can use as a triggering test here.
Tokens

Here you enter a query that is executed to fill in the placeholder tokens that may
have occurred in the descriptive messages.

Dynamic Data

Listed below are the major dynamic data that reside in VISUAL Manufacturing.
They are presented in the order that you would typically load dynamic data so that
transactions exists for other transactions.

Physical Inventory
From the main VMFG window: Inventory\Physical Inventory Count

Use Physical Inventory Count to manage the process of periodic counts of
inventoried parts and resulting reconciliations. You can either enter initial stockroom
inventory counts using a physical inventory count or simply enter each transaction
using Inventory Transaction Entry.
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Initialize Physical Count
From the Physical Inventory Count window: File\Initialize Physical Count

Each physical count is assigned a unique identifier. Additional information includes
description, warehouse, tag information, cycle counting parameters, and various
options for the physical count process.

Enter Counts
From the Physical Inventory Count window: File\Enter Counts

You enter the date, tag number, part, quantity, location, and optional dimensional
inventory parameters here.

Enter Recounts
From the Physical Inventory Count window: File\Enter Recounts

If you need to enter recounts on some or all tags, enter the date, tag number, part,
quantity, location, and optional dimensional inventory parameters here.

Review All Counts
From the Physical Inventory Count window: File\Review All Counts

Here you are able to review and edit all counted tags and revise the part, quantity,
location, status, and optional dimensional inventory parameters.

Estimates/Quotes
From the main VMFG window: Eng/Mfg\Estimating Window
From the main VMFG window: Eng/Mfg\Manufacturing Window

All estimating and quoting activity is entered and maintained in the system using
Estimating Window and Manufacturing Window.

The Estimating Window contains header information about the overall quote and
line information defining the part, quantities quoted, costs, markups, and prices
for each line. Additionally, message information about the quote, at both the header
and line level, is available.

The Manufacturing Window contains the engineering definition for a quote. The
Quote Master is a particular type of engineering definition that is used exclusively
in the estimating process and is never used for actual production purposes. If a
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Quote Master is to be used in production, its contents must be copied to a Work
Order prior to such processing. Quote Masters are populated and maintained in the
same manner as a Work Order except that they contain no status information. See
the Work Order section for further details on the data requirements for populating
data in the Manufacturing Window.

If the Quote Master is single level, you can use Quick Quote as a quicker way of
building the definition.

The key decision areas for Estimating Window are listed below.
Basic Information

Each Quote is assigned a unique identifier that is used throughout the system.
Additional information includes quote date, customer, and quote status.

Address

Each Quote has an address associated with it. This address is maintained in Customer
Maintenance and selected in Estimating Window. If the customer is not known at
the time of quote generation, the company name and address can be entered into
the Quote without being added to the customer master.

Contact

These fields are used to capture the main contact person and associated data. These
data are populated from Customer Maintenance and can be overridden as required.
If you did not reference a customer from the customer master, then the contact
information can be entered manually into these fields.

Dates

Several dates are associated with each Quote to track and control the quoting process.
These dates include won/loss, expires, follow-up, expect, and printed. Additional
you can assign a quoted lead-time and win probability percentage that is used for
revenue proforma reports.

Other

Fields here include sales rep, territory, free on board, ship via, discount code,
currency, terms, and entity.
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User Defined

Up to ten user defined fields can be established for each Quote. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Line Information

Each line contains information about the part, service charges, quantities quoted,
costing source, customer part designation, and drawing numbers. Based on
information entered on each line, complex costs are automatically calculated for
each quantity. Based on these costs, you are able to enter markup formulas for
each line and quantity.

Pricing

Here you are able to build percentage and amount markups for each of the following
categories: purchased material, fabricated material, labor cost, burden cost, and
service cost. The system then automatically calculates prices with the ability for
you to override them as required. Once the prices are determined, you can enter a
trade discount and an alternate unit of measure before calculating the final quoted
prices.

Master Product Configurator

You are able to create the configuration for quoted items through the optional
Master Product Configurator. The parts, options, and rules are entered and
maintained in the Master Product Configurator which you are able to transport to
from Estimating Window. The engineering definitions for each option are
maintained in Manufacturing Window as Engineering Masters. The interface data
that defines how the option pieces are to be assembled is maintained in Configurator
Maintenance.

Work Orders
From the main VMFG window: Eng/Mfg\Manufacturing Window

Each Work Order contains header information about the overall Work Order, and
multi-level subordinate “cards” that define materials, operations, and outside
services. Additionally, message information about the Work Order is available at
both the header and line level.
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Header Basic Information

Each Work Order is assigned a unique identifier that is used throughout the system.
This identifier is comprised of five elements: type, base, lot, split, and subordinate
(leg). Additional information includes release date, want date, and quantity.

Header General

Fields here include engineered by, engineered date, drawing information, product
code, and commodity code.

Header User Defined

Up to ten defined fields can be established for each Work Order. The label’s for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Header General Ledger Accounts

If you are using the VISUAL Financials interface, there are four General Ledger
accounts associated with a Work Order. These are Work in Process accounts for
each of the four cost categories: Material, Labor, Burden, and Service. Normally,
VISUAL reads these accounts from the Product Code definition, if one is associated
with the Part ID, or from the default G/L account interface settings. If you wish to
override them for any work order produced from this master, press the G/L accounts,
enter each account, or select one by pressing the appropriate button.

Header Variables

These fields are used to define variable dimensions referenced in material
requirements. When a Work Order is created from this master, VISUAL copies the
value you specify here as the default. You can then modify the variable values for
each new Work Order. This allows you to adjust work order required quantities
without modifying individual material requirements.

Work Order Co-Products

You are able to specify multiple co-products for each Work Order. Co-product is
an additional part produced by a work order, in addition to the main part. A Work
Order specifies a part in its header that is considered the main part of the order.
This part may or may not be assigned a part number. The co-product list specifies
the additional parts that are made with the main part. All co-products must have
part numbers. Additional fields here are the breakdown of cost by percentage in
each of the categories of material, labor, burden, and service.
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Operation Basic Information

Each operation is assigned a unique leg number and sequence number. The leg
number is assigned by the system away from user interaction. The sequence number
is pre-assigned but can be changed by the user. You should avoid assigning any
significance to the sequence number (such as drawing designator) and reserve it
strictly for sequencing the operations. Other reference fields exist for cross-reference
purposes.

Each operation is defined by a Shop Resource. Shop Resources are maintained in
Shop Resource Maintenance and selected in the operation. All data are copied
from the respective Shop Resource and can be overridden as required.

If the Shop Resource chosen is a contractor (outside service) then you must also
choose a Service ID. Service ID’s are maintained in Service Maintenance.

A labor saving feature is to use Operation Types. These types contain specific
template configurations for the use of a Shop Resource. Upon selecting a type all
or some of the information below is populated depending on how complete the
type was originally defined. Operation Types are maintained in Shop Resource
Maintenance.

Operation Setup/Run

Fields here include setup hours, run, run type, load size, move hours, minimum
move hours.

Operation Other

Fields here include quality test, drawing information, minimum capacity usage,
maximum capacity usage, and several scheduling and lot trace control parameters.

Operation Costs

Fields here include the various cost data brought in from the Shop Resource
including run, setup, and burden costs.

Operation Advanced

These fields define the Shop Resources that are required concurrently with the
main primary Shop Resource. Additional fields define the duration percent and
whether each concurrent resource is required at the beginning or end of the
operation.
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Operation Scrap/Yield

These fields contain scrap and yield percentages with the ability to manually override
the calculated values with firm quantities.

Operation Service

If the operation being defined is an outside service, then these fields become
available for populating. Data includes vendor, service part, and warehouse.

Operation Quote

If the master is a Quote Master, then these fields become available for populating.
Data includes quantity, unit cost, base charge, and minimum charge.

Operation User Defined

Up to ten defined fields can be established for each operation. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Material Basic Information

Each material is assigned a unique leg number and piece number. The leg number
is assigned by the system away from user interaction. The piece number is pre-
assigned but can be changed by the user. You should avoid assigning any significance
to the piece number (such as drawing designator) and reserve it strictly for
sequencing the operations. Other reference fields exist for cross-reference purposes.

Each material is defined by a part, however these parts do not have to reside in the
part master and can be simply described for one-time use. Parts that are in the
master are maintained in Part Maintenance.

Material Quantities

These fields include quantity per, fixed quantity, scrap percentage, dimensions
(for use with Work Order variables), reference designator, usage unit of measure,
and dimensional inventory parameters.

Material Specifications

A free form field is provided for detailed descriptions and instructions. Also included
is effective date, discontinue date, and drawing information.
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Material Costs

Fields here include the various cost data brought in from the Part including material,
labor, burden, service, and fixed costs.

Material Vendor

Specify a vendor for a non-inventory part. This might be a part on a Quote Master
that has yet to be given a master, or a special part for a job that will never be given
a master. This provides a vendor to be used when purchasing the material to the
job.

Material Planning

Planning lead-time for the part can be entered here to override the standard lead-
time defined in the Part Maintenance.

Material User Defined

Up to ten defined fields can be established for each material. The labels for the
fields can be custom defined in an unlimited number of sets. These fields are for
reference purposes and custom report writing.

Customer Orders
From the main VMFG window: Sales\Customer Order Entry

All order entry activity is entered and maintained in the system using Customer
Order Entry. The Customer Order contains header information about the overall
order and line information defining the part and quantity for each line. Additionally,
message information about the order, at both the header and line level, is available.
The key decision areas for Customer Order Entry are listed below.

Basic Information

Each Customer Order is assigned a unique identifier that is used throughout the
system. Additional information includes order date, ship date, promise date,
customer purchase order, terms, and order status.

Sold To/Ship To

Each order has a Sold To and optionally a Ship To address associated with it. Both
of these addresses are defined in Customer Maintenance and selected in Customer
Order Entry.
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Contact

These fields are used to capture the main contact person and associated data. These
data are populated from Customer Maintenance and can be overridden as required.

EDI

For single part orders, you can monitor accumulators at the header level; for multi-
part orders, you can monitor accumulators for each line item.

Other

Fields here include Sales Rep, Territory, Sales Tax, Discount Code, and Entity ID.
All of these are copied from Customer Maintenance and can be overridden as
required.

User Defined

Up to ten user defined fields can be established for each Customer Order. The
labels for the fields can be custom defined in an unlimited number of sets. These
fields are for reference purposes and custom report writing.

Shipping Addresses

From the Customer Order Entry window: Edit\Shipping Address...
Commission Sharing

From the Customer Order Entry window: Edit\Commission Sharing...

Commission Sharing allows to split commission revenue dollars between two or
more sales reps. This information is initially entered into the customer table through
Customer Maintenance.

The standard Commission Sharing defined in Customer Maintenance defines a
percentage of total commission that is shared between the specified Sales
Representative and another one. Note that this percentage is a portion of the total
commission, not of the total order. The Commission Sharing option within Customer
Order Entry allows you to override the standard sharing. This is particularly useful
when the rep has agreed to share commission for a particular order. You must enter
a valid Sales Rep for the order to view and/or override commission sharing.
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Currency Hedging
From the Customer Order Entry window: Edit\Set/Reset Exchange Rates...

When you enter a customer order that uses a foreign currency, Customer Order
Entry automatically obtains the currency from the vendor and exchange rate from
Currency Exchange Rate Maintenance. VISUAL uses the exchange rate based on
the date of the transaction. You can, however, fix the exchange rates for individual
orders manually. This allows you to set the exchange rates on a per order basis.
Use Customer Order Entry to set exchange rates for individual orders.

Line Information

Each line contains information about the part, quantity, unit of measure, ship date,
ship to, General Ledger accounts, and allocation parameters. Most of these data
come from Part Maintenance for the respective part and can be overridden as
required. You are able to assign supply to each Customer Order line to fulfill the
quantitative needs of the line. Possible source of supply include: co-products,
inventory, Purchase Orders, purchase order delivery schedule, Inter Branch
Transfers, and Work Orders.

Line Delivery Schedule

For each line on the Customer Order an unlimited number of Delivery Schedule
lines can be defined. The Delivery Schedule allows you to use multiple delivery
dates without breaking an order into multiple order lines. You are also able to
assign supply to the Delivery Schedule in the same manner as is done with Customer
Order lines.

Line Accounting Information
From the Customer Order Entry window: Edit\Cost of Goods Sold G/L Accounts...

Customer Order Entry allows you to override or specify cost of goods sold expense
accounts for each line item by individual cost category. These accounts are debited
for actual or standard cost of shipped items, depending on the costing method in
use.

Progress Billings

From the main VMFG window: Receivables\Progress Billing Entry
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Progress Billing is the procedure of billing a customer incrementally for goods
and/or services before the actual goods or services are available for you to deliver.

Progress costing is the procedure of expensing costs incrementally for goods and/
or services as a result of revenue recognition taking place during progress billing.

Basic Information
The Customer Order ID is used to track the Progress Billing throughout the system.
Line Information

Each line of the Progress Billing is the same as the Customer Order. Additional
information associated with each line includes the Work Order, events, and
milestones.

Line Events

A billing event is a pre-planned step that results in the creation of an invoice for
presentation to the customer, and a posting to the General Ledger based on revenue
recognition parameters that you have set up on that event.

Billing is organized as a user-defined series of events. You can define events for
each customer order line item. Each line item may have virtually any number of
events.

Information here includes a sequence number, description, billing amount or
percent, revenue amount or percent, General Ledger account, event date, and
milestone.

Line Milestones

A milestone is a point in time. Typically, a milestone is the completion of a specified
operation in a work order or master. Each operation of a milestone must have the
milestone ID in it. This permits the correct functioning of a multi-level work order
and also permits out of sequence milestones.

Master Production Schedule
From the Material Planning window: File\Master Production Schedule

The Master Production Schedule function has two main uses: Setting and
maintaining a forecast of demand for the current part, and setting and maintaining
the part’s master production schedule for MRP to use when generating planned
orders.
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A Forecast consists of a list of periods and predictions of quantity demanded for
each period. You have complete flexibility in choosing the sizes of your Forecast
periods. The Forecast Quantity specified on a line applies to the period starting
with the Forecast Date for the line, and ending with the Forecast Date on the next
line. You can define and maintain the forecast in the two ways described below.

The Master Production Schedule specifies actual quantities and due dates for
production. MRP transforms these quantities into planned orders.

Planning Bill of Material
From the Material Planning Window: File\Planning Bill of Material...

A Planning Bill of Material indirectly forecasts or plans several parts by allowing
you to manipulate the relationship between the parent and subordinate parts and
by providing a single forecast or plan for the parent part. In some cases, planning
bills are multi-level. In this case, manipulating the top-most parent’s forecast results
in all forecasts at the lower levels.

Planning parts are not real parts and are maintained outside of the main parts table.
At the lowest level, the planning bill of material refers to the actual part table. This
level can have no further planned parts below it.

Planning Forecast
From the Material Planning window: File\Planning Forecast...

You can add and delete planning Forecasts in Repetitive Manufacturing. You can
add multiple Forecasts for each part. Information here includes Forecast ID, status,
and quantity by date.

Customer Forecasts

From the Material Planning window: File\Master Production
Schedule...(button)\Customer Forecasts...(button)

You can add and delete customer Forecasts in Repetitive Manufacturing. You can
add multiple Forecasts for each part and customer. Information here includes
Forecast ID, and quantity by required date.
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Return Material Authorizations
From the main VMFG window: Sales\Return Material Authorization

All Return Material Authorization activity is entered and maintained in the system
using Return Material Authorization. The Return Material Authorization contains
header information about the original order, and line information defining the parts
being returned. Additionally, message information about the RMA, at both the
header and line level, is available.

Basic Information

Each Return Material Authorization is assigned a unique identifier that is used
throughout the system. Additional information includes a reference to the original
Customer Order and Packlist, type of RMA, status, and reason for return.

Line Information

Each line contains information from the original order such as part, quantity, Work
Order link, and revenue account. You enter the quantity authorized to be returned
on each line. For repair RMA’s the price can be determined upon completion of
the repairs.

Price Repair Orders

Here you are able to enter an hourly rate and markups for each of labor, material,
burden, and service. From these data the system computes the repair order price.

Purchase Orders
From the main VMFG window: Purchasing\Purchase Order Entry

All purchasing activity is entered and maintained in the system using Purchase
Order Entry. The Purchase Order contains header information about the overall
order and line information defining the part and quantity information for each
line. Additionally, message information about the order, at both the header and
line level, is available. The key decision areas for Purchase Order Entry are listed
below.

Basic Information

Each Purchase Order is assigned a unique identifier that is used throughout the
system. Additional information includes order data, desired receive date, original
promise date, warehouse, terms, and order status.
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Purchase From/Ship To

Each order has a Purchase From and optionally a Ship To address associated with
it. Both of these addresses are defined in Vendor Maintenance and selected in
Purchase Order Entry.

Contact

These fields are used to capture the main contact person and associated data. These
data are populated from Vendor Maintenance and can be overridden as required.

Dispatch

Here you can enter the FOB, ship from address, ship to address, and Ship Via for
an outside service dispatch.

EDI

Enter EDI blanket order information here including EDI Blanket PO Number, and
Contract ID.

Other

Fields here include Entity ID, and a flag indicating if the Purchase Order has been
printed.

User Defined

Up to ten user defined fields can be established for each Purchase Order. The
labels for the fields can be custom defined in an unlimited number of sets. These
fields are reference purposes and custom report writing.

Currency Hedging
From the Purchase Order Entry window: Edit\Set/Reset Exchange Rates...

Use Purchase Order Entry to set rates for individual orders. When you enter a
Purchase Order for a vendor that uses a foreign currency, Purchase Order Entry
automatically obtains the current exchange rate from Currency Exchange Rate
Maintenance. You can, however, fix the exchange rates for individual orders
manually. This allows you to set the exchange rates on a per order basis.
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Line Information

Each line contains information about the part or service, quantity, unit of measure,
piece tracking dimensions, receive date, promise date, cost, General Ledger
accounts, and allocation parameters. In addition each line can be linked to a Work
Order requirement. Most of these data come from Part Maintenance for the
respective part and can be overridden as required. You are able to assign specific
demand to each Purchase Order line to fulfill the quantitative needs of the line.
Possible sources of demand include Customer Order, Customer Order Delivery
Schedules, Inter Branch Transfers, Work Order material requirements, and
inventory.

Line Delivery Schedule

For each line on the Purchase Order an unlimited number of delivery schedule line
can be defined. The delivery schedule allows you to use multiple delivery dates
without breaking an order into multiple order lines. You are also able to assign
demand to the delivery schedule in the same manner as is done with Purchase
Order lines.

Assign to Demand
From the Purchase Order Entry window: Edit\Assign to Demand...

You can allocate service purchase order line quantities to work order material
operations demand using the Assign to Demand option available from the Edit
menu in the Purchase Order Entry window.

Service Dispatches
From the main VMFG window: Purchasing\Service Dispatch Entry

You can manage your outside service by dispatching the materials to the contractors.
Service dispatches are entered and maintained in Service Dispatch. The Service
Dispatch contains header information and line information for each item being
dispatched to the vendor. When an outside service is sent outside for servicing, a
Dispatch document is used in conjunction with the Purchase Order that has been
issued for the service.

Basic Information

Each Dispatch is assigned a unique identifier that is used throughout the system.
Additional information includes Purchase Order ID, Vendor ID, actual dispatch
date, free on board, and ship via.
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Addresses

The Ship To address comes from Vendor Maintenance and is selected for the service
dispatch. The Ship From address is the address from which the materials are being
shipped. Ship From addresses are also maintained in Vendor Maintenance.

Line Information

The dispatch line contains information from the associated Purchase Order and
includes the following maintainable data: dispatch quantity, actual freight, shipping
weight, unit of measure, cost, and packaging information.

Vendor Request for Quote
From the main VMFG window: Purchasing\Vendor RFQ Entry

All vendor Request For Quote activity is entered and maintained in the system
using Vendor RFQ Entry. The Vendor RFQ contains header information about the
overall quote and line information defining the part and quantity. Additionally,
message information about the quote, at both the header and line level, is available.
The key decision areas for Vendor RFQ Entry are listed below.

Basic Information

Each Vendor RFQ is assigned a unique identifier that is used throughout the system.
Additional information includes quote date, customer quote identifier, quote status,
quote date, follow-up date, expiration date, expected date, Free On Board, Ship
Via, and Buyer.

Address

Each quote has an address associated with it. This address is maintained in Vendor
Maintenance and selected in Vendor RFQ Entry.

Contact

These fields are used to capture the main contact person and associated data. These
data are populated from Vendor Maintenance and can be overridden as required.

Line Information

Each line contains information about the part or service, unit of measure, multiple
quantities to be quoted, and vendor/manufacturer numbers. Most of these data
come from Part Maintenance for the respective part and can be overridden as
required.
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Purchase Receipts
From the main VMFG window: Purchasing\Purchase Receipt Entry

All purchase receiving activity is entered and maintained in the system using
Purchase Receipt Entry. All receiving activity is centered on a Receiver. The
Receiver contains header information about the overall receipt and line information
defining the part and quantity information relative the each line processed.
Additionally, message information about the receipt, at both the header and line
level, is available. The key decision areas for Purchase Receipt Entry are listed
below.

Basic Information

Each Receiver is assigned a unique identifier that is used throughout the system.
Additional information includes actual receipt date, actual FOB, and actual ship
via.

User Defined

Up to ten user defined fields can be established for each Receiver. The labels for
the fields can be custom defined in an unlimited number of sets. These fields are
for reference purposes and custom report writing.

Line Information

The Receiver line contains information from the associated Purchase Order and
includes the following maintainable data: quantity received, dimensional inventory
parameters, warehouse, and HTS Code.

Line Part Trace

For receipt lines that contain a traceable part you need to enter quantity, lot identifier,
expiration dates, and the properties specified in Part Trace Profile Maintenance.

Line Delivery Schedule

As you receive purchase order delivery schedule lines into the appropriate receiving
warehouse location, you can also at that time choose to assign all or a portion of
this received quantity to sources of demand. These include, customer orders,
inventory, work order material requirement demand, work order material operation
demand, and Inter Branch Transfers.
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Assign Receipt Quantity to Demand Links

As you receive Purchase Order lines into the appropriate receiving warehouse
location, you can also at that time choose to assign all or a portion of this received
quantity to sources of demand. These include, customer orders, inventory, work
order material requirement demand, work order material operation demand, and
Inter Branch Transfers.

Service Receipts
From the main VMFG window: Purchasing\Outside Service Receipt Entry

All Service Receipts are entered and maintained in the system using Service Receipt
Entry. A Service Receipt is an optional way of indicating to the Scheduler that an
outside service is complete when a Purchase Order is not issued for the service. A
Service Receipt is implied when the service is on a Purchase Order and received
with a Receiver.

Each Service Receipt is assigned a unique identifier that is used throughout the
system. Information to be entered here includes Work Order ID, Operation Sequence
No, Transaction Date, Vendor ID, quantity received, and cost information.

Labor Tickets
From the main VMFG window: Eng/Mfg\Labor Ticket Entry

Use Labor Ticket Entry to record labor transactions. Labor transactions serve three
major purposes: First, it records the accumulation of direct labor hours expended
against a work order. If you are using actual costing, VISUAL uses this data to
calculate actual labor costs and resource burdens for the work order. If you are
using standard costing, VISUAL uses this data to report the accumulation of cost
and in computing the variance between standard and actual costs.

Second, it records current work order status. Labor Ticket transactions for direct
labor indicate whether the setup and/or run for a given operation of a work order is
completed, and also the current number of pieces completed. Thus, the correctness
of the system’s knowledge of current shop status depends upon timely entry of
Labor Ticket transactions.

Third, it records the accumulation of indirect labor hours. Labor Ticket Entry also
allows the recording of indirect labor hours. This includes time logged for meals,
breaks, meetings, or other time not specific to a work order. You can transfer these
transactions to a special indirect labor journal using the Costing Utilities.
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Each Labor Ticket is assigned a unique identifier that is used throughout the system.
Information to be entered here includes Employee ID, Transaction Type, Work
Order ID, Earning Code, Clock-In Time, Clock-Out Time, Elapsed Hours, Break
Hours, Quantity Completed, Description, and flags indicating completion status.

Part Trace

For Labor Tickets that contain a traceable part you need to enter quantity, lot
identifier, expiration dates, and the properties specified in Part Trace Profile
Maintenance.

Inventory Transactions
From the main VMFG window: Inventory\Inventory Transaction Entry

An Inventory Transaction is used to record all movement of inventory throughout
the system. Each transaction has cost, quantity, and other data associated with it.

Each Inventory Transaction is assigned a unique identifier that is used throughout
the system. Information to be entered here includes Transaction ID, Work Order
ID, type of transaction, quantity, warehouse, location, and description. For certain
types of inventory transactions you can manually enter cost information.

Dimensional Inventory
For dimensional inventory parts you need to enter dimension parameters.
Part Trace

For Inventory Transactions that contain a traceable part, you need to enter quantity,
lot identifier, expiration dates, and the properties specified in Part Trace Profile
Maintenance.

Shipments
From the main VMFG window: Sales\Shipping Entry

All shipping activity is entered and maintained in the system using Shipping Entry.
The Shipper contains header information about the overall shipment and line
information defining the part information relative to each line processed.
Additionally, message information about the shipment, at both the header and line
level, is available. A report version of the Shipper, known as a packing list, is used
to physically accompany the parts.
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Basic Information

Each Shipper is assigned a unique identifier that is used throughout the system.
Additional information includes actual ship date, FOB, Ship Via, and Ship Status.

Line Information

The Shipper line contains information from the associated Customer Order and
includes the following maintainable data: Ship Quantity, Actual Freight, warehouse
information, and shipping information.

Part Trace

For Shippers that contain a traceable part, you need to enter quantity, lot identifier,
expiration dates, and the properties specified in Part Trace Profile Maintenance.

Assign Ship Quantity to Supply

You must assign supply links to customer order lines in Customer Order Entry
before you ship them. If you have not attached supply links to a customer order
line, this option is of no use to you.

Bills of Lading
From the Shipping Entry window: File\Print Bills of Lading...

A Bill of Lading is a legal document that defines ownership of goods being
transported via a commercial carrier. This document is usually handed to the driver
when a shipment goes out. You should generate a Bill of Lading per customer, per
shipping destination. For example, if you have two shipments going to two different
locations for one customer, you should generate two Bills of Lading.

Basic Information

Each Bill of Lading is assigned a unique identifier that is used throughout the
system.

General

Information here includes selecting the document format, Carrier ID, ASN ID,
Ship Date, and Ship To Address.

Value/COD

Information here includes the declared value, COD information, and freight terms.



VISUAL Manufacturing Implementation Chapter 4

Instruction

Enter here ship instructions, route, and the vehicle number.
Packlists

Enter here all Packlists that are associated with this Bill of Lading.
Line Information

Each line contains information about each package that is being shipped with the
Bill of Lading.

Inter Branch Transfer
From the main VMFG window: Inventory\Inter Branch Xfer Entry

An Inter Branch Transfer allows you to move inventory from one warehouse transit
location to another warehouse location. You may need to move inventory quantities
in order to replenish dwindling supply in a particular warehouse, one from which
a large volume of customer orders is regularly fulfilled.

VISUAL does not let you save IBT lines unless you have at least one location in
each warehouse with the same ID as the warehouse itself. For example, warehouse
MMC-MAIN, must have a location MMC-MAIN. Enter these identical Location
IDs in Warehouse Maintenance before attempting to enter and save any IBT lines.

Basic Information

Each Inter Branch Transfer is assigned a unique identifier that is used throughout
the system. You also need to enter the From Warehouse and To Warehouse, Desired
Ship Date, Desired Receive Date, Transit Days, and transportation information.

Line Information

Each line contains the parts that are to be transferred. Information to be entered
here includes Part ID, quantity, and packaging information.

Assign Supply to IBT Line
From the Inter Branch Xfer Entry window: Edit\Assign Supply to IBT Line...

VISUAL automatically assigns supply to outgoing IBT lines from available
inventory quantities in the From Warehouse, or the warehouse from which the
transfer originates. However, if VISUAL does not find sufficient supply, or fails to

4-107



Chapter 4

VISUAL Manufacturing Implementation

4-108

hard allocate the required quantity, you can “soft” allocate supply from other
sources, or borrow against future quantities that you expect to receive. When you
soft allocate to demand, you assign unreceived but entered and confirmed quantities
from purchase order lines, purchase order delivery schedules, warehouse inventory,
work orders quantities, co-products, and incoming transfers to the outgoing line at
hand to meet its quantitative requirements.

Assign Demand to IBT Line
From the Inter Branch Xfer Entry window: Edit\Assign Demand to IBT Line...

As you can assign supply to outgoing IBT lines, you can in turn assign outgoing
IBTs to demand. These include Customer Order, Customer Order delivery schedule,
Work Order material requirement, and IBT transfer.

Inter Branch Transfer Shipping Entry
From the main VMFG window: Inventory\Inter Branch Xfer Shipping Entry

After you have entered and saved an IBT, use the Inter Branch Transfer Shipping
Entry window to ship the IBT. This window closely resembles the Shipping Entry
window used to ship customer orders. Inter Branch Transfer Shipping Entry supports
many of the same features as Shipping Entry.

Basic Information

Each IBT shipment is assigned a unique identifier that is used throughout the system.
You also need to enter the actual shipping date, and Ship Via.

Line Information

Enter on each line the actual quantity shipped, actual freight charges, and packaging
information.

Trace

For IBT Shippers that contain a traceable part, you need to enter quantity, lot
identifier, expiration dates, and the properties specified in Part Trace Profile
Maintenance.
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Assign Ship Quantity to Supply

From the Inter Branch Xfer Shipping Entry window: Edit\Assign Ship Quantity to
Supply Links...

You can assign an IBT ship quantity to one if its supply links before shipping.
Inter Branch Transfer Receipts Entry
From the main VMFG window: Inventory\Inter Branch Xfer Receipts Entry

After you have entered and shipped an IBT transfer, use Inter Branch Transfer
Receipts Entry to receive the shipped IBT quantities. IBT Receipts Entry is similar
to Purchase Receipt Entry, which you use to receive Purchase Orders.

Basic Information

Each IBT receipt is assigned a unique identifier that is used throughout the system.
You also need to enter the actual receipt date, and Ship Via.

Line Information
Enter on each line the actual quantity received.
Trace

For IBT Receivers that contain a traceable part you need to enter quantity, lot
identifier, expiration dates, and the properties specified in Part Trace Profile
Maintenance.

Assign Receipt Quantity To Demand

From the Inter Branch Xfer Shipping Entry window: Edit\Assign Receipt Quantity
to Demand Links...

As you receive IBT lines into the appropriate receiving warehouse location, you
can also at that time choose to assign all or a portion of this received quantity to
sources of demand. Sources of demand include, customer orders, customer order
delivery schedules, inventory, work order material requirement demand, work order
material operation demand, and inter branch transfers.
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Invoices
From the main VMFG window: Receivables\Invoice Forms

As product is manufactured and shipped, an Invoice is created to bill the customer
for monies owed. The actual creation of the Invoice is done in this subsystem.
Subsequent processing of the Invoice is done outside of this subsystem. You need
to enter or revise actual freight charges, and various printing parameters. All other
information is taken from shipping documents.

Credit Memorandum
From the main VMFG window: Receivables\Invoice Forms

A Credit Memorandum is issued when a customer returns a product that has been
previously shipped and invoiced or when there has been a price adjustment on an
invoice already in the system. These credit memos represent monies owed to the
customer so they work opposite of an invoice. Credit Memorandums are produced
automatically with Invoices.

Accounts Payable Vouchers
From the main VMFG window: Payables\Invoice Entry

Vendor invoices are represented in the system as Vouchers that contain posting
detail and matching information to purchasing if applicable.

Basic Information

Each Voucher is assigned a unique identifier that is used throughout the system.
Additional information includes vendor, vendor invoice, Entity ID, and invoice
total.

General

These fields include the type of document, status, Currency ID, terms, payable
account, and control dates.

Remit To

The Remit To address is selected here from the list maintained in Vendor
Maintenance.
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Withholding

If this Voucher is subject to withholding, enter the applicable information here.
Currency Hedging

From the Invoice Entry window: Edit\Set/Reset Exchange Rates...

When you enter a Voucher that uses a foreign currency, A/P Invoice Entry
automatically obtains the currency from the vendor and exchange rate from
Currency Exchange Rate Maintenance. VISUAL uses the exchange rate based on
the date of the transaction. You can, however, fix the exchange rates for individual
vouchers manually. This allows you to set the exchange rates on a per Voucher
basis.

Line Information

The Voucher line includes quantity, Purchase Order reference information, General
Ledger account, amount, fixed charge, and Work Order information.

Line Currency Hedging
From the Invoice Entry window: Edit\Set/Reset Exchange Rate Lines...

Like enter currency exchange rate information for the overall Voucher, you can
also enter this information on a line-by-line basis if required.

Recurring Payables
From the Invoice Entry window: Edit\Recurring Payables...

VISUAL allows you to create payables to generate on a regular systematic basis.
The intent of the Recurring Payables is to automatically create vouchers on a user
definable schedule.

Basic Information

Each Recurring Voucher is assigned a unique identifier that is used throughout the
system. Additional information includes vendor, Entity ID, and invoice total.

General

These fields include the type of document, status, Currency ID, terms, payable
account, and control dates. You can group Recurring Vouchers into user defined
groups that can be triggered together.
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Triggering

Here you define the frequency of triggering the Recurring Voucher, maximum
times to apply, and an expiration date.

Remit To

The Remit To address is selected here from the list maintained in Vendor
Maintenance.

Withholding
If this Voucher is subject to withholding, enter the applicable information here.
Line Information

The Recurring Voucher line includes quantity, General Ledger account, amount,
and fixed charge.

Accounts Payable Disbursements
From the main VMFG window: Payables\Payment Entry

Fully or partially paid Accounts Payable Vouchers are represented by a
Disbursement. This document contains posting detail and payment information.

Basic Information

Each payment is assigned a unique identifier called a Control Number that is used
throughout the system. Additional information includes Entity ID, Bank Account
ID, Currency ID, vendor information, payment number, amount, and the type of
output to be produced.

Currency Hedging
From the Payment Entry window: Edit\Set/Reset Exchange Rates...

When you enter a Payment that uses a foreign currency, A/P Payment Entry
automatically obtains the currency from the vendor and exchange rate from
Currency Exchange Rate Maintenance. VISUAL uses the exchange rate based on
the date of the transaction. You can, however, fix the exchange rates for individual
payments manually. This allows you to set the exchange rates on a per payment
basis.
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Line Information

The payment line includes Voucher ID, General Ledger account, payment, discount
applied, and withholding information.

Accounts Receivable Invoices
From the main VMFG window: Receivables\Invoice Entry

A receivable can either be from invoicing activity as a result of shipments or as
manually entered invoices in Invoice Entry.

Basic Information

Each Invoice is assigned a unique identifier that is used throughout the system.
Additional information includes customer, Entity ID, and invoice total.

General

These fields include the type of document, Currency ID, terms, receivable account,
and control dates. In addition, you can associate the invoice with a Customer Order
so that any prepayment is automatically deducted from the balance due on the
invoice.

Sold/Bill To

The Sold To and Bill To addresses are taken automatically from the Customer.
Collections

From the Invoice Entry window: Info\Collections...

The Collections module enhances the collections and credit management efforts
of the Receivables Department by tracking the status of open receivables. You can
enter notes and payment schedule information here.

Currency Hedging
From the Invoice Entry window: Edit\Set/Reset Exchange Rates...

When you enter an invoice that uses a foreign currency, A/R Invoice Entry
automatically obtains the currency from the customer and exchange rate from
Currency Exchange Rate Maintenance. VISUAL uses the exchange rate based on
the date of the transaction. You can, however, fix the exchange rates for individual
vouchers manually. This allows you to set the exchange rates on a per invoice
basis.
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Line Information

The invoice line includes quantity, reference information, General Ledger account,
amount, and commission.

Recurring Receivables
From the Invoice Entry window: Edit\Recurring Receivables...

VISUAL allows you to create receivables to generate on a regular systematic basis.
The intent of the Recurring Receivables is to automatically create invoices on a
user definable schedule.

Basic Information

Each Recurring Receivable is assigned a unique identifier that is used throughout
the system. Additional information includes customer, Entity ID, and invoice total.

General

These fields include the type of document, Currency ID, terms, and receivable
account. You can group Recurring Invoices into user defined groups that can be
triggered together.

Triggering

Here you define the frequency of triggering the Recurring Invoice, maximum times
to apply, and an expiration date.

Sold/Bill To

The Sold To and Bill To addresses are selected here from the list maintained in
Customer Maintenance.

Line Information

The Recurring Invoice line includes quantity, reference information, General Ledger
account, and amount.

Accounts Receivables Cash Receipts
From the main VMFG window: Receivables\Cash Application

Payment receipts from customers are represented by this document. This document
contains payment information in addition to posting information.
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Basic Information

Each Cash Application is assigned a unique identifier that is used throughout the
system. Additional information includes customer, Entity ID, bank account,
payment method, amount, payment date, posting date, and Deposit ID.

Currency Hedging
From the Cash Application window: Edit\Set/Reset Exchange Rates...

When you enter payment that uses a foreign currency, A/R Cash Application
automatically obtains the currency from the customer and exchange rate from
Currency Exchange Rate Maintenance. VISUAL uses the exchange rate based on
the date of the transaction. You can, however, fix the exchange rates for individual
payments manually. This allows you to set the exchange rates on a per payment
basis.

General Ledger Account Balances
From the main VMFG window: Ledger\General Journal Entry

Each account in the General Ledger has a balance associated with it. This balance
is created from batch detail from both VISUAL Manufacturing and VISUAL
Financials. Initial account balances are entered by creating a journal entry.

Basic Information

Each General Journal Entry is assigned a unique identifier that is used throughout
the system. Additional information includes Entity ID, description, date, and
Currency ID.

Currency Hedging
From the General Journal Entry window: Edit\Set/Reset Exchange Rates...

When you enter a journal that uses a foreign currency, G/L Journal Entry
automatically obtains the exchange rate from Currency Exchange Rate Maintenance.
VISUAL uses the exchange rate based on the date of the transaction. You can,
however, fix the exchange rates for individual journals manually. This allows you
to set the exchange rates on a per journal basis.

Line Information

The journal line includes General Ledger account, Entity ID, Debit Amount, Credit
Amount, and reference.
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Budget
From the main VMFG window: Ledger\Accounting Window

VISUAL specifies Budget (or Forecasted) amounts directly to an account using
Accounting Window. They are maintained on a period-by-period basis for the fiscal
year (budget amounts for balance sheet accounts are not balance forwarded).

You can enter Budgets at the Posting or Summary level of the account hierarchy,
whichever serves the reporting requirements of your company. Like Actuals, when
you define relationships, VISUAL implodes amounts to parent accounts.

Because you can enter budget amounts at either the Posting or Summary levels,
you must be extremely careful to maintain consistency to which level you use for
budgeting to ensure the accuracy of the budget and forecast reports.

General Ledger Revaluation
From the main VMFG window: Ledger\Revaluation

VISUAL incorporates all of the functionality needed to conform to reporting agency
regulations. All countries require foreign currency trial balances to be revalued to
the organizations reporting currency.

Amounts denominated in currencies outside a nation’s normal currency fluctuate
daily. Account revaluation is the process of assessing and resetting currency balances
to reflect a company’s true currency exposure. Revaluation is a task necessary that
any multi-distributed organization that crosses country boundaries must perform.

The main revaluation sequence is to revalue monetary asset accounts and most
liability accounts to the currency spot rate (rate as of a given day).

Currency revaluation, in relation to subsidiary accounts in accounts receivable and
accounts payable, only affect accounts with an open balance. Revaluation never
affects transactions that have been settled in full. Transactions always hold their
original exchange rates at the time of posting. Revaluation adjusts the equivalent
balance of non-local transactions to the local (and/or functional) currency based
on spot rates while the transaction remains open. When payments are received the
rate in effect on the receipt date is compared to the original rate for determination
of currency exchange gains and losses. After invoices are fully paid, currency
balances could remain as a result of periodic revaluation. VISUAL compares all
zero value transactions and properly adjust out any remaining currency values
during the revaluation process.
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Basic Information

Each Currency Revaluation is assigned a unique identifier that is used throughout
the system. Fields here include Entity ID, and posting date.

Rates

The ending period and date are referenced here. You enter Rates Dated, Currency
ID, spot conversions, and average conversions.

Accounts

You can enter an individual account or account group that you want to revalue.
Each line contains a line number, account, description, account type, group, and
revaluation method.

Cash Book
From the main VMFG window: Cash\Cash Book

Cash Book is VISUAL’s bank account management tool. All of the cash transactions
created by the Accounts Payable Payment Entry feature and the Accounts Receivable
Cash Application feature to facilitate your bank reconciliation. Cash Book also
allows you to manually enter adjustment transactions to the bank account, such as
bank interest, fees, transfers, and automatic deposits and withdrawals.

Historical Data

As mentioned in the introduction of this section, Historical Data can consist of
either or both static and dynamic data. For example, it may be desirable to load old
part numbers into the system for cross-reference purposes. Typically, historical
data is going to be dynamic data such as paid invoices, shipped orders, and the
like. One possibility is to import just summary information. For example, you
could indicate on closed Customer Orders the quantity shipped. However, do not
actually import the shippers and invoices.

It is important not to get too distracted with historical information during the
implementation. Getting clean and usable static and dynamic data into the system
is a large effort in itself. Try to minimize historical data loading to that which is
critical to the operation of the company once live on VISUAL. It is less distracting
to load historical data later after the system is live and stable.
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Also be very careful about loading transactional information that effects inventory
and cost accounting. These areas of the system are quite complex and are subject
to re-valuation after going live. You are better off only loading starting balances
and simply reference historical information.

Data Menu Paths

Since VISUAL Manufacturing warehouses a great deal of business data, it can at
times be overwhelming to remember where each type of data is maintained within
the menu system. To aid with the data loading process the table below cross-
references each type of data with the associated menu path where the data is
maintained.

Training and Testing

Training and testing, while completely separate pieces of your VISUAL
implementation, need to be considered together. Making your VISUAL environment
as robust as possible will require extensive system testing. Extensive testing will
require that the testers are very competent in using the system. Typically, users
will develop and test their own procedures prior to the first testing phase so be sure
and schedule adequate training prior to this. Consider the following thought:

When it comes to ERP project planning, training should be one of your primary
considerations. If executives allow training budgets to be set too low and too late,
fatal mishaps can occur.

Excessive entry errors from poorly trained data entry people can sabotage a new
order entry system, which in turn will cause your VISUAL implementation to fail.

Now think about this: can you recite that paragraph after reading it only once? For
most of us, the answer is surely no. REPETITION, REPETITION, REPETITION.
If once is good, then twice is better and three times is splendid. Most of us have to
do things a couple if not several times before we fully grasp the concept. Training
on your VISUAL system is no exception.

Users will need to be thoroughly versed in the functional capability of the VISUAL
modules that they will be using in their jobs. Conference room pilots are a great
way to help achieve this. Let end users run through a mock pilot of the applications
they will be using. This will uncover any gaps between system design and business
procedures and provide a way for training coordinators to see first-hand where
more training is required.
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By watching how the product is used and identifying problems, training materials
can be tweaked early in the process.

After all of the users have been fully introduced to VISUAL and have acquired a
familiarity with how to use the system, you can start stress-testing the application.
Create scenarios where a typical end user’s day is re-created and normal workload
is simulated. You may even want to go so far as to create workload volumes that
exceed a typical day’s volume. See how VISUAL holds up in your environment
given worst case scenarios. You will find out if your hardware decisions were
appropriate. Remember, disk and memory are cheap ways to improve performance.
Since end users participating in this stage should have already gone through the
recommended standard training, this test should uncover any gaps that can be
addressed prior to deployment.

Once implementation is complete, an ongoing training plan should be developed
to train new employees, to help with upgrades or when additional modules are
added, or to help users expand their capabilities. It’s also helpful to identify a few
power users across the organization who can offer constructive feedback about
training needs.

Toolkit Forms: Training Requiremens - IMP-T6-FORMG610 and Continuing
Education - SOP-T8-FORMS10.

Work Plan

The first step in preparing the work plan for your implementation is to review the
provided template to get a feel for the amount of detail you think is appropriate for
your implementation effort. Since the Gantt template is inclusive of many possible
ways of doing an implementation, it will be necessary to remove lines that are not
appropriate and add others as necessary. These alterations are made not only because
of differences in which modules are being implemented, but because the level of
detail that is desirable for your organization. In reviewing the existing template,
your core team may feel more comfortable knowing that all of the many details
have been captured in one place.

Other core teams have reported that the shear of the task listing has been an eye-
opener into just how much is involved for the teams.

Toolkit Forms: Gantt Chart - IMP-T2-FORM210 and Current Business Model -
IMP-T5-FORMS512.
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There is a column on the Gantt chart entitled Essentials that references key tasks in
this section. The table below lists each of these references.

REF
1

DESCRIPTION

These tasks are where you initially pull together the project. By using the
various forms referenced critical decisions of resources and scope will be
captured. These forms should be distributed to all members of the teams.

There are many ways to document business processes. Methods include
flowcharts, written instructions, and diagrams. Before starting the process
of documenting the processes in your company the core team needs to
decide on what method will be used. In this way everyone will have process
documentation that is consistent.

Implementing VISUAL Manufacturing requires many materials, it spans
many weeks, and requires a great deal of organization.

To aid in this process, it is very desirable to have one central area dedicated
to the project. Ideally this would be a separate room that is used only for
the implementation project. All resources are stored in this area and is
where all meetings and planning activities take place.

Most likely you will still require other information systems outside of
VISUAL Manufacturing. You may, for example, choose to maintain
information in an existing database or use spreadsheets to do certain data
analysis. This step identifies how those systems will interface with
VISUAL Manufacturing. Will the data move one way or two ways? Will
the data be exported or accessed directly through ODBC?

Once an initial process is determined and documented the team should
run sample data through VISUAL to see how well the process works.
This prototyping is essential to fully flesh out the details of a process and
identify potential problem areas prior to going live.

This step is the configuring of VISUAL. By taking the results of the
configuration worksheets, the Application Global windows can be
populated. While very simple to perform, great care should be taken in
getting the settings correct for your business since many cannot be changed
once the system is live.
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10

As new processes are developed it will become apparent what types of
skill sets are required to make for a successful VISUAL implementation.
It is generally a good idea to review the entire teams skill base and
determine if some re-assignment or training is required to better align
existing skills with what is going to be needed with VISUAL.

The first pilot run is usually intended to work out all functional details of
the processes. The goal is to make sure that all aspects of information
flow through the system as intended and that there are no oversights. This
may take a fair amount of time to do correctly since each team member
should be comfortable that information is being correctly passed to him
or her from upstream processes. The financial team will be particularly
busy in ensuring that all accounting entries arrive to their areas correctly.

Toolkit Forms: Pilot Run(s) Planning - IMP-T10-FORM1020 and Test
Plan IMP-T10-FORM1018.

The second pilot run should only be performed when the functionality is
reasonably certain. This pilot run is to check how the system will be
perform and behave with many people working simultaneously.
Interactions among team members will be fleshed out as well as any
potential performance issues with the system. The goal here is put a typical
load on the system and see how it performs. Avoid bombarding the system
with transactions that would not normally be performed during a normal
business day.

This is the big day where the system actually goes live. Generally this
takes place over a long weekend which gives ample time for data
conversions and validations. A great deal of care should be given to
accurate data loading. It may also be desirable to have most team members
available as backup in case things do not go as planned.

Security

Security measures must be developed to restrict unauthorized or unintentional
misuse. Data integrity problems or data corruption can arise when security
procedures allow users to access areas for which they have not been properly trained.
A good rule of thumb is to start out with security that is highly restrictive and
loosen it as specific needs arise.
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There are a number of decisions you will need to make based on your system
environment as well as decisions specific to VISUAL. From an environment
perspective, you will need to consider the placement of files and who has access to
what drives and directories. These are decisions that you are likely to already be
dealing with for other systems.

There are some securities issues to consider that are specific to VISUAL. First,
users get full system access by default. You must go into the security windows and
limit them from the baseline of wide-open access to the system. A good practice is
to immediately create a user called “READONLY” that has read-only access to
the windows that most users will use. You may want to limit this “template” user
so that it does not have access at all to some of the more sensitive windowpanes.

A second consideration relates to accessing your VISUAL data using tools other
than VISUAL itself. By default users have read-only access to the data when they
come through other tools such as SQL Talk or Microsoft Access.

For the vast majority of your users this will be exactly the way you want it to be.
You may have some users, however, that need update capabilities to the data through
these tools. This can be granted by using the Grant DBA command for these users.
This will be especially useful in your testing database to be able to tweak data
quickly and easily. However, be cautious since you probably won’t want users
altering data that they should not be changing.

Status Reporting and Time Tracking

Our intent here is to simply offer some suggestions and offer a perspective of what
the most useful things you can expect to gain by time tracking may be. The most
beneficial opportunity that time tracking and status reporting provide is to measure
your performance.

Once you build your initial estimated schedule, be sure to keep this as a baseline.
Then, as you progress through your implementation, monitor your progress on a
copy of this original schedule. This will provide you with the means for measuring
your progress relative to your original goals.

This also provides you with the tools to quickly identify and adjust to a situation
where you may be off your original schedule.
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An excellent tool to help you construct such a schedule and measure your
performance is a Gantt chart. A Gantt chart is a horizontal bar chart that graphically
displays the time relationships between the different tasks in a project. It is a visual
tool that helps provide a wonderful level of clarity to an otherwise complex project.
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Project Review

Post Project Review

This step is an audit of the project with the members of the project team evaluating
the project as objectively as possible. The goal of this step is to prepare
documentation that provides a final report to management and creates a historical
view of the performance on your project to aid in future projects.

Collect as much information as you possibly can. Remember to be thinking about
this along the way. Be sure and inform your team members to document anything
and everything that they feel is important to the status of the project when it happens.
Record as much as you can while it is fresh in your mind to be sure and record all
of the pertinent details.

Keep in mind that this is not a time to be reviewing VISUAL. You should also do
that but as a part of another process.

The mission of this review is to critique your skills in implementing VISUAL.
What did you do well? What would you improve upon in future projects? What
would you not do again?

Lessons Learned

As a part of your review think about the lessons you learned. Some of the key
areas to consider include:

Project Requirements
Schedule

Budget

Tracking and Control
Team Issues

Managing Relationships

Rewards

Q o aoaoaaaaq

General Questions
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On-Going Responsibilities

Once you turn VISUAL on and take it live, the work is far from over. There are
many things that will continue to change and require resources. Granted, you will
most likely need fewer resources than you did during your project implementation.
However, you will still need to keep the growth and the development of your
VISUAL system active and alive.

There will be developments and improvements required after you go live and you
will need to play an active roll in integrating some of that functionality into your
VISUAL system.

Maintenance

There are many routine maintenance tasks that you will need to consider ensuring
that you have clean data in your VISUAL system.

Another concern will be to make sure that you have the most current version of the
VISUAL software to help your users do their job in the most efficient and effective
way possible. Let’s talk about a few things you will want to consider.

Backups

Make sure you have a solid backup plan. The best thing you can possibly do is run
some test scenarios of a crashed database. This is the only way to know for sure if
your backup strategies work. Remember to take detailed notes!

Minimize the Opportunity for Violating Referential Integrity

Minimize the instances where data can get into your database through the “back
door”. Any time you put data into your database in any way other than using the
VISUAL window(s), you are exposing yourself to the risk of violating referential
integrity. Do not do this unless you absolutely have to. If you must, then consult
someone from Lilly before doing so.

Checking for VISUAL Updates on Lilly’s Web Site

As mentioned before, there will be periodic updates to different VISUAL
executables posted on Lilly’s web site. Be sure to check the site on a regular basis
to make sure you are taking full advantage of any updates that may benefit your
user community.
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Inclusions in Lilly Maintenance Agreement

Verse yourself on what is and isn’t included in your VISUAL maintenance
agreement. This will help eliminate any surprises during an emergency situation.

Training

Training is an integral part of your project execution phase. It is also an important
consideration after you go live with VISUAL. A key part of your training in
preparing to go live is your documentation. To this end, it is important that you
keep these resources current. There are several situations where you may need
these materials, including:

O Documentation for new users

0 Cross training of existing users

Performance Measures and Tuning

There are a number of things that you can do to make sure that your database is
running efficiently as possible. Some of these things include:

0 Using Lilly provided tools to monitor and tweak your VISUAL
performance
0 Having a thorough understanding of your database OS and knowing how

to tweak the OS settings to enhance database performance

0 Monitoring times of peak utilization and leveling
0 Carefully scheduling the times when resource intensive processes are run
0 Create a data warehouse environment where reports can be run

The fewer users you have, the less important some of these tasks will be. Keep in
mind that it is always better to be proactive about measuring performance and
trying to isolate issues before they become serious problems.

Upgrades

System upgrades are a fact of life. Although, they can be almost as painful as new
installations at time they are usually warranted. Your feedback along with all other
VISUAL users will be pooled to come up with valuable enhancements to be bundled
into future releases.
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Keeping Living Documents Alive

The “Standard Operating Procedure Documentation” goes beyond the
implementation phase into the operational life cycle of VISUAL Manufacturing.
By maintaining these documents throughout the life cycle they become “living
documents.” The procedures provided in this Toolkit are samples and must be
modified to reflect your companies operations. These procedures represent a base
line set of system documentation. As your company grows, so does the need for
current and up to date documented operating procedures.

Resources

There are many resources available to you to help you make your VISUAL system
as effective as possible. These resources include:

0 Lilly technical support

0 Your local Lilly Sales Associate

0 User groups (local and international)
0 Project management consultants

0 SQLBase and Oracle consultants

Not sure who to call? Lilly and/or your Sales Associate will most likely have some
good ideas.
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Chapter 5

Third Party Products

We will discuss three different categories of third party tools. The first type of
tools will help you manage your implementation. These tools will enable you to
chart your processes, track your progress and document your discoveries.

The second type of tool can help you access the data in your VISUAL database.
These tools will help you write reports, troubleshoot problems and query various
tables within your database. It would be ideal if one tool was the best solution in
all cases. However, there are various factors that determine which tool(s) are
appropriate for you. Listed below are some of the popular tools that are available
and some comments regarding their use with VISUAL

The third type of tools are Administrative Tools. The administrative tools give you
the means to assess the health of your database and tune it as necessary. There are
two basic types of tools in this group: those that are dependent upon your server
operating system (For example, Novell 3.12 or Windows NT 4.0) and those that
are dependent upon your database engine (For example, SQLBase or Oracle). We
won’t provide many details regarding these tools, but it is important that you
investigate what options are available to you in this arena.
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Implementation Aids

Visio (Visio Corporation)

Visio is a user-friendly, affordable diagramming tool. Visio combines diagramming
and mapping capabilities with intuitive and easy to use interface. Visio includes
simple to follow tool sets and stencils and is a user-friendly tool for documenting
your business processes.

For more information on the Visio product line, visit the Visio web site at
http://www.visio.com.

Acrobat (Adobe Software)

You can use Acrobat to create “living” documents that you can update throughout
the life of the implementation project to track and manage your progress. It is
important to continually revisit these documents and refresh them to reflect any
changes that are made.

Key Features:

Convert any document to PDF.

Mark up and annotate PDF documents.

Apply security options and digital signatures to PDF documents.
Create PDF Web Forms.

Integrate PDF forms with Web servers and e-mail.

Do late-stage text and image editing on PDF files.

a o aoaoaaaa

Reuse text, graphics, and table data from PDF files.

For more information on the Adobe product line, visit the Adobe web site at
http://www.adobe.com.

You can take virtually any document (Word, Excel, Visio, ... and distill it into a
standardized format. Typically these documents are quite small in size making
them very portable.
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Project (Microsoft Corporation)

Project is an all inclusive project management software tool. As you read through
the project management sections that follow keep in mind that you can use Microsoft
Project to track and manage all of these steps.

The biggest complaint about this software is that it’s laborious to use and the
overhead of learning how to use the software could be better spent doing other
project related tasks. The truth in this depends on the scope of your project. However,
when you consider the number of projects where budgets sky rocket, users are
vastly under trained, tasks get ignored and things generally go poorly there is
typically a direct relationship to the amount of time spent related to project
management activities. To that end, Microsoft Project is probably the most complete
and versatile tool available to develop and manage project plans and assist you in
staying on track.

Project can help you manage the individual tasks and their interdependencies as
well as produce high level overviews of the project. The tool’s flexibility makes it
a wonderful utility to manage every aspect of a project and pull together facts and
figures for status meetings.

For more information on the Microsoft product line, visit the Microsoft web site at
http://www.microsoft.com.
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Data Access Tools

There are multiple data access tools (products) offered as shown below. For
additional information on any of the products or providers, visit the following web
sites:

Centura Software - http://www.centurasoft.com
Seagate Software - http://www.seagatesoftware.com

Microsoft - http://www.microsoft.com

Centura Report Builder

Centura Report Builder is a powerful data access and reporting tool for VISUAL
databases. Centura Report Builder allows you to define queries, reports, and forms
with an easy-to-use graphical interface and point-and-click technology.

Using Centura Report Builder you can:

0 Ensure secure, enterprise-wide data access.

0 Manage SQL tables.

0 Access and manage data definitions in the database.

0 Compose queries or issue commands in SQL to take advantage of the full

range of back-end SQL functions.

0 Write your own SQL statements.

0 Create, browse, and edit individual database tables in either local SQL,
desktop, or corporate databases.

Advantages:

0 Comes with VISUAL.

0 Easy to use.

0 Fast and direct access to the database — no ODBC connection.

0 Can be used with other data sources via ODBC.
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Disadvantages:
Can’t define runtime criteria.
16 bit application that is not going to be updated.

a
a
0 Physical limits to joins.
a No wizards.

a

Limited sophistication.

Team Developer Report Builder (Centura
Software)

Team Developer Report Builder is the tool that is used to create all of the standard
VISUAL report files (*.qrp’s). Report Builder is the only tool you can use to edit
these reports. Report Builder has a similar look and feel to Centura Report Builder
making the use of both tools advantageous.

Advantages:

a Comes with VISUAL.

0 Preferred tool for editing reports.

a Part of Team Builder tools.

Disadvantages:

0 Limited use — only available for editing existing reports.

SQLConsole (Centura Software)

SQL Console is primarily intended to be an administrative tool to monitor and
optimize your VISUAL database. However, it can also be an effective tool to import
and export data to and from your database.

Advantages:

a Comes with VISUAL.
0 Quick database access.
0 Easy to use.
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Disadvantages:
0 No data manipulation capabilities.
0 Limited to importing and exporting.

Crystal Reports (Seagate Software)

Crystal Reports is a common report building tool that is compatible with a wide
variety of databases. Crystal Reports has user friendly wizards available to help
guide users through the creation of queries and reports. The wizards make Crystal
a good choice for the average user. They are detailed and easy to follow.

Advantages:

a Excellent wizards.

a Can define runtime criteria.

0 Can compile reports as *.exe files and distribute to users.
Disadvantages:

a ODBC connection to the database.

0 Third party package.

0 Potential for query translation inconsistencies.

Access (Microsoft Corporation)

Microsoft Access takes report development tools to a higher level. Access is actually
a database management system (DBMS). Access can be used to develop complete
database applications. The report creation features within Access are excellent and
can be extended into a great variety of database environments. Access has the
capability to extract data from VISUAL and import it into data warehouses. Using
this capability you can create a reporting environment for users that minimizes the
amount of users that need to access your production database during the business
day making response time much quicker for the users entering transactions into
the database.
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Access provides great sophistication and, being a Microsoft product, it’s widely
supported. If no one in-house has knowledge about any of the tools listed here,
Access is a wise choice simply because there are a great number of professionals
available with Access skills.

Advantages:

0 Complete database in itself.

a Wizards available.

0 English-like joins.

0 Very common and widely supported tool.
Disadvantages:

a ODBC connection.

0 Complex tool — it is more than most end users need.

Centura Team Developer (Centura Software)

Team Developer is the programming language in which VISUAL is written. This
program gives the user a comprehensive development environment to develop
sophisticated reports and full applications. When used with VISUAL source code,
full customization of report front-ends (user interface and query) can take place.
Newly created reports and queries can be made available directly from the drop
down menus from within VISUAL. This seamless connection is very handy to the
average user and eliminates the appearance of using multiple tools to retrieve data.

Advantages:

0 Complete data access tools.

0 Ultimate in flexibility and speed.
0 Handles complex queries well.
Disadvantages:

0 Complex to learn.

0 Expensive.
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SQLTalk (Centura Software)

SQLTalk is an SQL based tool that allows the user to create SQL statements to
query the VISUAL database tables. Depending on a user’s level of system security,
he/she can perform a wide variety of functions from viewing data to updating data.
For users with an understanding of SQL, this is a great tool to easily access and
manipulate data.

Advantages:

a Comes with VISUAL.

0 Quick database access.

Disadvantages:

0 Requires knowledge of SQL.

0 For users with DBA access there is a risk of easily updating data
accidentally.
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Administrative Tools

Like we mentioned before there will be a number of options available to you
depending on your specific database engine and your server operating system. It
will be important to investigate your options and pay close attention to your database
performance especially in the months directly after your ‘go-live’ date.

We will offer a brief discussion about the capabilities that SQLConsole offers as
an administrative tool as the vast majority of VISUAL installations will use SQLBase
as the database engine.

SQLConsole (Centura Software)

SQLConsole is a graphical database administration and monitoring tool for
SQLBase servers and databases. SQLConsole lets you easily perform administrative
tasks for a local SQLBase server and all of the SQLBase servers that you may be
running on your network. SQLConsole offers an easy to use GUI and graphically
displays database objects. This makes it easy to view or make changes to your
tables, user accounts, stored commands, and other database objects.

To help you fine-tune your system SQLConsole offers statistics windows. The
statistics window is a valuable tool for performance tuning because they provide
an objective measure of how your system performs over time and under typical
conditions.

You can view server and database activity down to the process, cursor, and lock
level. You can use this detailed information to detect problems and make tuning
decisions.

SQLConsole’s Alarm Manager alerts you when user-defined thresholds for various
server conditions are exceeded. The alarm can trigger a predefined action. For
example, killing the connection that is causing the alarm condition.

SQLTalk (Centura Software)

SQLTalk is a command line SQL tool that requires extensive SQL knowledge but
will allow low-level control over the database.
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Data Access Techniques

Open Database Connectivity (ODBC)

ODBC defines how to move information in and out of any database that supports
the standard. ODBC is a standard database access method introduced by Microsoft.
The intent is to be able to access data from any software application regardless of
the database management system in use. ODBC performs this task by inserting a
middle layer of software (a driver) between the application and the database
management software. The driver is able to translate the queries of the application’s
data into commands that the database management system can interpret. For this
to work, both the application and the database management system must be “ODBC
compliant” In very basic terms, ODBC drivers make it possible to retrieve data
from your VISUAL database with tools other than those that came with your
database engine (For example, Microsoft Access).

Note: ODBC drivers are provided on your VISUAL CD-ROM.
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Sample Forms

This section contains sample forms that are used in the various binders for the
implementation. The fictitious company Majestic Manufacturing has been used so
you can get an idea how each form should be used.
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Tab 1 - Objectives & Goals

Description: Tab:
M SUAL - . Document #: OBJ ECTIVER?/ision: Dated: 1
a” ac iurlng IMP-T1-FORM110 A Jwn 1 2001
Page: Document Owner (Title & Name):
Implementation Workbook 10of1 Preszoent: Dow

Purpose/Scope:

The purpose of this form is to define and record business oriented objectives and critical
success factors that answer the question of why your company is implementing VISUAL
Manufacturing. Goals are used to support each objective and critical success factors. Goals
must be measurable to be effective. **Critical success factors are those select objectives
that are critical or key for the project to be deemed successful.

Related Documents:
IMP-T1-FORM112 Goals

Objectives:

1.

T Repuce Laenrors

2.
Ic ze Sares Qupers on TIME.
3.
T Repuce Suares Quoer Derrveny Trne
4.
T TA(‘ RLORATE. TL&” UG LUT  TNTO OUR. p AN TN ppﬁ(‘; S,
5.

T Incoreorare Concureesr SCredulzne ce Mireezars san Resounce

Once the above list of objectives has been recorded the next step is to determine and
select objectives that will become the critical success factors. These further define the
essential benefits that the project will deliver.

©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook
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Description: Tab:
AL - Document #: GOA LS Revision: Dated: !
Manufacturing ' IR
g IMP-T1-FORM112 A Jan 1 2001
Page: Document Owner (Title & Name):
Implementation Workbook 10of1 Preszoenr: Dow

Purpose/Scope:

The purpose of this form is to define and record goals for each of the project objectives
and critical success factors. Goals are used to support each objective and critical
success factor. Each goal must be measurable.

Related Documents:
IMP-T1-FORM110 Obijectives

Objective or Critical Success Factor:

To Incorrorare Turouempul Inro our PLanzne Process o Increase Prorrr.

Definitions:

PROFIT = Torar Turouswpur - Orerarzne Exrense
TiroueHpuT 15 Tve RATE AT wizcCw Tre Svsren Generares MoneY TerousH
Saces. (Twrouensur = Serrine Prrce - Purcuised Mirerzars - Qursive Services)

Goals:

1. 70 8e pone 87 OrERATIONS BY XX-XX-XX DATE.
Derermine Tre Turouenrur Rate For every Peobucr or Probuct Line.
(Trrouempur = Serrzne Perce - Purcrised Marerzars - Oursibe Services)

2. To e pone 8Y Frobucrzon [ManAcER BY XX-XX-XX DATE.
Derermne tre Internas Resources neeDed For eacH Probuct or Probuct Lrne.
MAKE A LISr OF RESOL{KCES USED /DER pKODMCT.

3. 7o 8e powe 87 Preobucrzon [Manicer & OrerATzoms BY Xx-XxX-xX DATE.
DE?’ERI‘/LNE THE CAPAleY OF EACH INfEkN/H_ RESOMKCE.RA’fE EACH RESQMKCES
Caracrry s More or Less rwen Neepep.

4. 7o 8e pone 8Y [Mantcenenr D Core TEAM BY XX-XX-XX DATE.
DErEkNlNE A /DLA'/V TO INCKEASE CA'FACZT\/ FOR RESOMKCES WITH AESS TH’EN A/EEDED
ChPACITY BASED on k Probucrs Turouenrur Vatue.
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Implementation Workbook Sample Files

Tab 3 - Team Definitions & Contacts

Description: Tab:
TEAM DEFINITION 3
Ma” FgwA‘Llri” o Document #: Revision: Dated:
c 1 g IMP-T3-FORM310 A, Jan 1 2001
Page: Document Owner (Title & Name):
Implementation Workbook 1of1 Preszpent: Dow

Purpose/Scope:

The purpose for Team Definitions is to clearly document leadership and involvement. Team
Definitions provide representation for organizational lines, department cross-functions, and
will identify a champion for each of the objectives.

Related Documents: Manufacturing Team:
IMP-T3-FORM312 Contact List

Crirrry

Chair

Steering Committee:
Provucrzon: Cutrzry

Preszoent: Don

Chair Lwvenrory: Crrnen

Purcrisinve: Drzinvne

Preszpenr: Don

Bowep or Dir.: Roszn
Quarzry Coorprmsror: Jay
Meanuracrurznve Enc: Ray
Core Tean: Dan

Financial Team:

Des
Core Team: Chair
ConrroLrer: Des
Dan Ac Y
Chair SISTANT: JVETTE
Manuracrurene: Cutrrry
FznancraLs: Des
Sysren: Dan
ISO Cowsusrant: Russ Systems Team:
VISUAL Consurranr: Perex
Dww
Chair

Svsren QOrerarzons: Din
Supporr: JrY
Qurszbe Supporr: Frinz.
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Tab 4 - Team Meeting Notes

Description: Tab:
AL TEAM MEETING NOTES 4
M at - o Document #: Revision: Dated:
a” a url”g IMP-T4-FORM410 A Jun 1 2001
Page: Document Owner (Title & Name):
Implementation Workbook 1of1 Accounrzne - Des

Purpose/Scope:

This form provides three important functions. Recording the meeting events for follow-up
discussion and to help determine the actions to be taken. Also used to preserve the
knowledge base generated by team meetings via written notes. Appoint a scribe to take
notes and distribute to all team members after each meeting.

Related Documents:
IMP-T4-FORM412 Brainstorming worksheet
IMP-T4-FORM414 Force Field Analysis
IMP-T4-FORM416 Cause and Effect Diagram

Team: FINANC ZALS Location: Conrerence Roon, Jan 2 2001

Purpose: Derernzne Cosrzne [Merwod ro e Useb

Attendees: Don, Des, Din Don - Corzed ro Eacw on Sane Dy,
Absent:

Notes/Follow-up:

Merwops: _Acruar Costzne Vs, Sranparpd Cosrine

Currenr Merwep s Acruss Cosrine, = Onry orrron on curzenr (oop) svsren

Rererence Force Fretd Anatvsrs rorms ATTacmeD,

ForLow-ue:

DEB TO BENCH'NA'KK WITH 3 REFERENCES ON BEST METHODS BY NEXT WEEK.

[ ) Bank's Smars Busrness Orrrce
[ ) Mrnnesora's Smars Busznvess Orrrce
[ ) Owe Cusromer - Your Crorce

DAIV TO REI/IEW I/VI/ENT'OK\/ EFFECTS UNDER EACH NETHDD

©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook
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Implementation Workbook Sample Files

Description: Tab:
)" FORCE FIELD ANALYSIS 4
M wAL - o Document #: Revision: Dated:
arn acu’””g IMP-T4-FORM414 A T 92001
Page: Document Owner (Title & Name):
Implementation Workbook 1of 1 Accounrzne - Des

Purpose/Scope:

This worksheet is used to help resolve a conflicting decision to be made by recording
driving and restraining forces or pros and cons of any given topic. This will also preserve
the meeting knowledge and allow you to recall the discussion that resulted in any given
decision.

Related Documents:
IMP-T4-FORM410 Team Meeting Notes

Topic: Derprmzne 17 ACTUAL" Cosrine zs To e useD

DRIVING FORCES RESTRAINGING FORCES

€— _CurrENT 15 STANDARD CosTine

Acruar Cosrzne zs Rear £'s —>
€— _Jo Swircw wril b Tine
Bamx_Recommenns Acrust —>
€ Trarwive
MSB Recommenns Acrust —>
<
—>
<
—>
<
—>
<<
—_—>
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Tab 5 - Current Business Processes (before VISUAL)

Description: Tab:
SUAL CURRENT BUSINESS PROCESSES | 5
M ” r"1 . Document #: Revision: Dated:
a acz” I g IMP-T5-FORM510 A, Jan 3 2001
Page: Document Owner (Title & Name):
Implementation Workbook 1of 1 Core Tewrn: Dan, Crarzry, Des

Purpose/Scope:

This document lists the current business process models as they exist before any
implementation effort is taken. Current business processes are also referred to as Reference
Models. It is very important to understand current processes even if they are not optimum.
Documentation of current processes allows you to study the effects of a proposed process
change before making changes.

Related Documents:
IMP-T5-FORM512 Current Business Model

SCENARIO # DESCRIPTION ASSIGNED TO

Frow-10 Quorzne & Estznarzne Saces, Mzck

Frow-12 Cusroner Orper Enrry Sates, Mzcx

Frow-14 Enczneerzve Deszen Ene. Mer Rey

Frow-16 Probucrzon ScreduLrne Orerarzons, Dan

Frow-18 Purcrisznve - Recervine Buver, Dzannve

Frow-20 Imwenrory Conrrot Carmen

Frow-22 Manurscrurzne / Swor Froor Conrrol Propucrzon, CrirzrY

Frow-2% Swrrrine Dock, Carnen

Frow-26 Account znve ConrrotLer, Des
©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook
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Implementation Workbook Sample Files

A-10

Tab 6 - Training Key Resources

Description:

TRAINING REQUIREMENTS

Tab:

AL
Manu)"ascuturing*

Document #:

IMP-T6-FORM610

Revision: Dated:

A Jan 5 2001

Implementation Workbook

Page: Document Owner (Title & Name):

10f 1 Totznzne CoORDINATOR, SuE

Purpose/Scope:

This form is dedicated to be the one place for all training requirements during the
implementation period. Be sure to focus this section on learning requirements. After
the implementation phase the "Continuing Education" section of the "Standard Operating
Procedures" will provide for professional growth as well as cross training of backup

personnel.

Related Documents:

IMP-T6-FORM612 Training Notes
SOP-T8-FORM810 Continuing Education

CLASS TITLE WHO TO SEND | DATE TO TAKE
System
System Administration for SQLBase Diw 1-6-01
System Administration for Oracle Nor Usep N/ A
Standard Report Customization iy 1-6-01
Advanced Report Writing Jay 1-10-01
SQL Basics
Centura Team Developer Programming
VISUAL Manufacturing
Manufacturing Basics Crarrry. Dan 1-8-01
Manufacturing Window Crearrry. Ray 1-10-01
Inventory Management CARMEN 1-6-01
Job and Inventory Costing Dan. Des 1-12-01
Advanced Planning and Scheduling
VISUAL Messages Jay, Dan 1-14-01
VISUAL Financials
Financials Basics Des, Yyerre 1-8-01
Financial Auditing Des 1-10-01
International Finance & Multi-Entity Report Des, Sue 1-14-01
VISUAL Payroll and Human Resources
VISUAL MPC-PE Parametric Configurator Nor Usep N/ A
©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook
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Tab 9 - Revised Business Processes (with VISUAL)

Description: Tab:
AL REVISED MODEL FRAME 9
M n r.” o Document #: Revision: Dated:
a ac’” I g IMP-T9-FORM910 Jan 10 2001
Page: Document Owner (Title & Name):
Implementation Workbook 1of 1 Traznine CoorDInATOR, Sue

Purpose/Scope:

This document lists the revised models of the business processes, as you want them to
exist after the implementation effort. The revised business processes are also referred
to as Solution Models. It is important to work with these revised processes in combination
with the current processes and understand or study the effect and impact of the proposed
changes. Provided in the "Standard Operating Procedures" are 9 "Process Flow charts"
that detail VISUAL process flows.

Related Documents:
IMP-T9-FORM912 Revised Business Model
SOP-T2-DOC210 to DOC226 VISUAL Flow Charts

SCENARIO # DESCRIPTION ASSIGNED TO
SOP-TR2-DOC210 | Quorzne & Esrzmarzne Saces, Mzcx
SOP-TR-DOCR12 | Cusromer Orver Enrry Sates, Mzcx
SOP-TR-DOC21% | Enczneerzve Deszen Ene. Mer Ray
SOP-TR2-DOCR16 |  Probucrzon Scuebusrnve Orertrzons, Dan
SOPTR-DOCRIE | Purcrasznve - Recervine Buver, Dzanne
SOP-TR-DOCA20 | Imenrory Conrror Carmen
SOP-TR-DOCR22 | Manurscrurzne / Sror Froor Conrrot Propuctzon, Crirzry
SOP-TR-DOCR24 | Swzrrzne Dock, Crrren
SOP-TR-DOCR26 |  Accountzne Conrrotrer, Des
©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook
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Implementation Workbook Sample Files

Tab 10 - Open Issues & Report Changes

Implementation Workbook

Description: Tab:

OPEN ISSUE LOG 10

AL - Document #: Revision: Dated:
Manu)"asgturmy“

Draer, Jan 12 2001

Page:

Document Owner (Title & Name):

1 of 1 Core Team Lewer, Dain

Purpose/Scope:
This form provides a single location to maintain, track, and prioritize open issues. The core
team reviews and correlates open issues, including logging and prioritizing on this log
sheet. The Check Sheet Pad is then given out to determine frequency of occurrence and to
substantiate priorities.

Related Documents:
IMP-T10-FORM1012

Open Issue Form

TK-PAD10 Check Sheet Pad
TK-PAD20 Problem Report Pad
DATE PRIORITY | OPEN ISSUE SUMMARY | ORIGINATOR RESPONSIBILE | DATE
OPENED & COMMENTS CLOSED
1/3/01 D Dzannés PC Locks Us. Dzinne Dan
174/01 B Instacr Server PTF Jay Dan 174/01
1/4/01 A Preszpents Laeror, Down Jay 1/4/01
Runrzne Error
1/5/01 E Swzrrine PrInTER &1vES Chreren Jay 1/5/01
FPrrnr Erzor,
Neeps wvew Drzvers
1/5/01 C Instace VISUAL For
Accounrzne Derr. Des Dan
©1999 Lilly Software Associates, Inc. All Rights Reserved. Implementation Workbook




Implementation Workbook Sample Files Appendix A
Tab 11 - Company Glossary

Description: Tab:

AL COMPANY GLOSSARY 11

M njlawr rin o Document #: Revision: Dated:
a u g IMP-T11-FORM1110
Page: Document Owner (Title & Name):
Implementation Workbook 10f1 Quarzry Coorprnaror, Kzerm

Purpose/Scope:

Dictionary".

Related Documents:
APICS Dictionary
CAN/CSA-1SO 8402-94 Definitions

The purpose of this Company Glossary is to list terms that are unique to your business or
organization. When developing process documentation and procedures it is very important
to use consistent terms and to ensure that all personnel have the same understanding of
their meaning. When possible reference industry standard term definitions like the "APICS

TERM DEFINITION MEANING
Qsrecrzve InrormATZON WHICH CAN BE A Peoven Facr.
Evipence PROVED TRUE, BASED ON FACTS

OBTAINED THROUGH DESEKVAT-_ZQN,
MeAsur EMENT, TEST OR OTHER MEANS.
SUBCONTRACTOR Tie COMPANY SUPPLYING PRODUCT Asso carrep Vempor
or service To Maresrzc
NAAMFACrwzz/u@.
VE(,ZF,ZCAT,ZON CQNF[K/‘YA"_ZQN BY EXAMINAT ION WQRKS IN SIMULAT ZON
AND PROVISION OF OBTECTIVE OF APPLICAT ION
EVIDENCE THAT SPECIFIED REQUIREMENTS ENIRONMENT.
HAVE BEEN FULFILLED, [ISO 8402]
%L,ZDA’Y-IQN CQNF[K/‘Y/W‘_ZQN BY EXAMINATION AND WQRKS AS DESIGNED AT A
PREVISION OF OBTECTIVE EVIDENCE THAT CMSrQﬂE(’S SIGHT.
THE PARTICULAR REQUIREMENTS FOR A {Cusroﬂfk Bera Esr}
SPECIFIC INTENDED USE ARE FULFILLED.,
[Iso 8402]
Chamrizen A erour oF LITERATURE SENT FOR Mazrznve Packer.
Cusroner_Lnrornarzon.
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Information System Documentation Forms Appendix B

Information System Documentation Forms

Tab 1 - Network Configuration

Description: Tab:
NETWORK CONFIGURATION 1
Document #: Revision: Dated:
SYS-T1-FORM110 A Jan 32001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 1of2 I7 - SMPEKVLSDR, AnDY Merworks
Revision History Description of Changes Approving Owner Date
A Orzezmit ConprLarzon Awpy M. 1/3/01

Purpose/Scope:
This form is used to record the working network configuration. Each time the network is
revised or changed this document is to be updated by the owner. The document can also

be used for cross training.

Related Documents:
SYS-T2-FORM210 Server Configuration
SYS-T3-FORM310 Client Configuration

LOCAL AREA NETWORK

Ethernet: Fast Ethernet:
ronr OFrrCe Prznrers ronr Orrzce CLzenTs

. . y
Token Ring: Wik ewouse CLIENTS other: Imenrory Rotrzne Carr Has

1 RF Nerworx Carb

WIDE AREA NETWORK
Least Lines: 71 vza MCI Woripcon,
Conrracr # 123456

Dialup: 5 MCI accounrs For Skres Derr.

Switched Lines: AMowe Other: Wes Szre Hosrep sy MCI
PROTOCOL
TCP/IP: IPS/XPS:
Fronr OFrzce Wik enouse & Imvenrory Carr
NetBEUI: Ewczneerzne Derr Other: Laplzmk usep 8y SaLes

ror Protrer Swizzne
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Description: Tab:
NETWORK CONFIGURATION 1
Document #: Revision: Dated:
SYS-T1-FORM110 A Jan 3 2001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 2of 2 IT - Surervzsor, Anpy Nerworks
CABLING
Cat 5: 10BaseT (Twisted Pair):
A eomr Orrzce CLzents ( ) Orrzce Prrnrers
Fiber Optic: 10Base2 (Coax):
WAN onry Wiz erouse
Wireless: Imvenrory Rotrzne Crrr Other: Laslznx CroLes Usep 8y SkLes
HUBS
Hub # 10 7 Evrmess 140T 16 Porr Hub #2: 3Con Exrra 8 Porr
Mee Arver ( Wax zwusz)
Hub # 3: 4P 10/100 Dizrecr 12 Porr Hub # 4: 4P Jer Dzrecr 3 Porr
(FRDNT Orrzce ) (FRONT Orrzce Prznrers )
SWITCHES
Switch # 11 Tpres Exeress 5107 24 Poxr Switch # 2: Iarec Exrress 150T
( Orrzce & ENGZNEERZNG) ( Wax enouse )
Switch # 3: Switch # 4:
ROUTERS
Router # 1: Tores Exeress - Frame Recwy Router #2: 3Con Sumn
(waw / ISP)
Router # 3: Router # 4:
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Tab 2 - Server Configuration

Description: Tab:
SERVER CONFIGURATION 2

Document #: Revision: Dated:

SYS-T2-FORM210 A T % 2001
- Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 1of2 I7 - SKPE,(VKQR, AwnpY Nerworks
Revision History Description of Changes Approving Owner Date
A Orzeznit ConprLarzon Ay . 1/4/01

Purpose/Scope:

This form is used to record the working server ('s) configuration. Use one from for each
server if you have more than one server. Each time the server is revised or changed
this document is to be updated by the owner. This document can also be used for cross

training.

Related Documents:
SYS-T1-FORM110 Network Configuration
SYS-T3-FORM310 Client Configuration

HARDWARE

BaNG oot Peorzir 1600 Proessor(s) (2) Pewrzun 111 500

ory: O PR Hard Drive(s): (‘/) Seretre Cueertn 8ore

512ns 10ns SDRAM W/W/F SCSI
HDD Controller(s): (2) towmrec. ALA-2940 HDD Controller(s): (2) Avwerec AHA-2940
ww/F
Backup System(s): WP DAT DDS-3 Network Card(s): (2) Inrer Pro 100
wirw AUTOLORDER Inrerrzeent Server PCI
CDDAVe(s):  p_vv o CORW-2216 Modem(s): /.S, Rosorzes 56K
Internet Gateway (ISP): M~ T Worspcon IP Address/Subnet Mask: 1234567890
Vide0: s vawonn Verer 770 Montor ¢ reway2000 Vavzrzon
UPS: APC Swaer-UPS 3000Ner Other Hardware:  Naruraz W75 Kevaos,
3-1/2" LS-120 Surrer Drive, Mouse

©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Information System Documentation Forms

INFORMATION SYSTEM DOCUMENTATION

Description: Tab:

SERVER CONFIGURATION 2

Document #: Revision: Dated:

SYS-T2-FORM210 A Tan 4 2001

Page: Document Owner (Title & Name):

20f2 IT - Surervzsor, Anpy Nerworks

OPERATING SYSTEM

Brand: pe,,

Version & Patch Level: Nervare 5, SP-

Administrative Login / Password:

SUPERVISOR / Go%BRoKe
ANDYN / SPxCedlel (sw’z Eauzv)

Number Of Licensed Users:

100

XEROX = Xerox DocuPernr N¥#0

Frame Type: Backup Software & Version:
ETHERNET_II
Sercare Sorrware Backur Exec V8
Print Queue(s): Other Software:

Sornos Anrz-Vorus For Nerwac e

REDUNDANT HARDWARE

Brand: )/p SureSrore CD-ROM Tower

werw (7) 32X praves

Processor(s):

w/ &

Memory: A

Hard Drive(s): /A

Backup System(s):
w/ k

Network Card(s): Inreerared RJ-45 commecror

(1084s£2)

©1999 Lilly Software Associates, Inc.

All Rights Reserved.

Information Systems Documentation




Information System Documentation Forms

Appendix B

Tab 3 - Client Configuration

Descripton: £/, MARK K's. Tab:
SERVER CONFIGURATION 3

Document #: Revision: Dated:

SYS-T3-FORM310 A Jw 5 2001
. Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 10of2 IT - Surervzsor, Anpy Nerworks
Revision History Description of Changes Approving Owner Date
A Orzeznit ConprLarzon Awpy M. 1/5/01
Purpose/Scope:

This form is used to record each workstation or group type configuration. Each time the
workstation is revised or changed this document is to be updated by the service owner.
This document can be very useful for technical support and licensing information.

Related Documents:

SYS-T1-FORM110 NetworkConfiguration
SYS-T2-FORM210 Server Configuration

MS Serzar wirw Rorer

HARDWARE
Brand: Detr Power-epce Froseseer PII - 300

MeMON: 128 Mo 10ws SDRAM RSO ) esrenn Drerra 64eze
NeWOK CA% Tares. Peo/100 PCI MO (1S, Rosorzcs 333

Mouse / Pointer: Keyboard:

MS Narurar 10%-xev

IP Address/Subnet Mask: 192.168.2.22

Other Hardware:

Ioneew Zzr A50

Other Hardware:

Canon BJIC-4000 (LPH)

Other Hardware: //oycron Instrunents

DMP-56A prorrer (COMI)

ENVIRONMENT

Path Statement:
C\VISUALNRUNTIME;
C\VISUALNSQLBASE

Drive Mappings:
YANAPPS\AUTOCAD  Z\VMFG

VISUAL Shortcuts On Desktop:
VISUAL Mrs. & Quest

VISUAL Shortcuts In Start Menu:
VISUAL rorper: VMFG & DEMO

©1999 Lilly Software Associates, Inc.
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Appendix B

Information System Documentation Forms

Descrpton:—— £0/G,, MARK K’ T
SERVER CONFIGURATION 3

Document #: Revision: Dated:

SYS-T3-FORM310 A Juwn 5 2001

INFORMATION SYSTEM DOCUMENTATION

Page: Document Owner (Title & Name):

20f2 IT - Surervzsor, Anpy Merworks

OPERATING SYSTEM

Brand: M WWa Version / Service Pack:

ZCROSOFT MY SPY; Dara Conronenrs SP2
Primary User Login: MARK Primary User Password: Wazr Me

VISUAL COMPONENTS

Centura Runtime: CAVISUANRUNTIME Database Client: CAVISUAINSQLBASE
Visual Executables: Z\VMEG Forecast Pro: ZAVISUALNEPRO
Forest And Trees: Z\ETWHADL Executive Link: Z\VMEG_ETL
Quest: ~\ |/ TSUAINQUEST Quest Reporter: -\ VISUALNQUESTR

Centura Report Windows:

C\CEMURAREPORT_W

Centura Team Developer:

C\CENMURMCTD

Centura Object Nationalizer:

C\CENMURAOBIECT_N

SQL Consoler ~\ |/ TSyAINSQLEON

Online Documents:

Z\VISUAL\ONLINE DOCUMENTS

Master Documents:

Z\VISUALNMASTER DOCUMENTS

THIRD PARTY SOFTWARE

Office Suite: v a7 <py

Crystal Reports:

E-Mail Client:
OQurtoox Exrress V4.72

Internet Browser & Version:
Inrerner Exrrorer 5

Virus Software:

McAree & Norrow

Acrobat Reader:
Furs Acrooar 4.0

Other Software:

Other Software: |[/-/suncwer 2.0

NS Prorecr V4 (ol IRAMTon)
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Tab 4 - Front End Software

Descrption: VISUAL MANUFACTURING | e
FRONT-END CONFIGURATION | 4

Document #: Revision: Dated:
SYS-T4-FORM410 A, Jan 6 2001
. Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 10of2 IT - Surervzsor, Anpy Nerworks
Revision History Description of Changes Approving Owner Date
A Orzoznit ConprLarzon Awpy M. 1/6/01
Purpose/Scope:

This form is used to record VISUAL Manufacturing module(s) configuration. Each time
a module is updated this document is to be revised by the owner. This document is
useful for technical support and troubleshooting.

Related Documents:

SYS-T5-FORM510 Back End Documentation

PRMARY VISUAL EXECUTABLES
Version: Location:
522 Server MMC-1, VISUALN
MASTER PRODUCT CONFIGURATOR

Version/PTF: Location:

448 VISUAL\MPC

MATERIAL RESOURCE PLANNING (MRP)
Version/PTF: 4ug Location: VISUALAM op
VISUAL QUALITY

Version/PTF: Location:

20 VISUAL\VMFG

PAYROLL

Version/PTF: Location:

32 VISUALN\PAYROLL

©1999 Lilly Software Associates, Inc.
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Appendix B Information System Documentation Forms

bescription: \/]ISUAL MANUFACTURING Tab:
FRONT-END CONFIGURATION 4

Document #: Revision: Dated:
SYS-T4-FORM410 A Jm 6 2001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 20f2 IT - Surervzsor, Anvy Mervorxs

HUMAN RESOURCES

Version: Location:

10 VISUALNHR

EXECUTIVE INFORMATION SYSTEM

Version/PTF: Location:

6 VISUALNVMFG_EIL

TECHNICAL ESTIMATING

Version/PTF: Location:

V3.2, FIF 2 VISUALNTECH_EST

QUEST

Version/PTF: Location:

V3.03, AIF 6 (o cLzenr) CA\VISUALNQUEST

QUEST REPORTER

Version/PTF: Location:
ersion V303, FIF 6 ocation (ow crzenr) CA\VISUALNQUESTR
QUEST
Version/PTF: Location:
ersion V612, FIF Il ocation (ow cLzear) CAVISUAINSQLCON
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Tab 5 - Back End Software

Deseription: \/ISUAL MANUFACTURING [ :
BACK-END CONFIGURATION 5

Document #: Revision: Dated:

SYS-T5-FORM510 A, Jan 6 2001
- Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 10of1 IT - Surervzsor, Anpy Nerworks
Revision History Description of Changes Approving Owner Date
A Orzoznit ConprLarzon Awpy M. 1/6/01

Purpose/Scope:

This form is used to record the VISUAL Manufacturing module(s) back end configuration.
Each time a module is updated this document must be revised by the owner. This
document is useful for technical support and troubleshooting.

Related Documents:
SYS-T4-FORM410 Front End Documentation

DATABASE ENGINE
Version / PTF:

Brand:

Cenrurs SQLBase 6.1.2 FIF 11
Number of Licensed Users: 15 Location:SEWEK NNC-], VISUANSQLBASE
Database Serial Number: SYSADM ID & Password:

12345678-1234-567-1234567890 SYSADIT ] TEBYHN

Server Name:

Network Address/Subnet Mask:

SERVERI 192.168.2.1
NOTE: ATTACH A COPY OF THE SQL.INI TO THIS FORM
CENTURA RUNTIME COMPONENTS
Version / PTF: Location:
V112 AIF 6 (ow crzenr) CA\VISUALNRUNTIME
DATABASE CLIENT COMPONENTS
Version / PTF: Location:
V212 AIF 11 (ow cLzenr) CAVISUANSQLBASE
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Information System Documentation Forms

Tab 6 - Lilly Software Associate Correspondence

Related Documents:

Description: 1) | Y SOFTWARE ASSOCIATES | Tab:
CORRESPONDENCE 6
Document #: Revision: Dated:
SYS-T6-FORM610 A, Jw 6 2001
. Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 1of2 Core Tean Lewer, Dinv M.
Revision History Description of Changes Approving Owner Date
A Orzeznat ConprLArzon D M. 1/6/01
Purpose/Scope:

This form is used to list all Lilly Software Associates contacts. Important contacts and
events should be indexed on the attached index page and placed within this tab. This will
provide an accurate history of past correspondence.

SYS-T7-Form710 Computer Support Correspondence
SYS-T8-Form810 Other Correspondence

NAME/TITLE & DESCRIPTION PHONE E-MAIL

LSA Corporate:, ./ /) 11 1vsorrwae.con Ph: 603-926-9696 SALES@LILLYSOFTWAR E.CON
Fax 603-926-9678

LSA Support: 7T/ SuPPORT V ISIAREFECOM Ph: 603-929-9009 SUPPORT@LILLYSOFTWAR E.CON

Login Name: Password: Fax: 603-926-0813
MHMCooL Nol

Local Associate (General Contact): Ph:
Fax:

Local Associate (Manufacturing Contact): Ph:
Fax:

Local Associate (Financials Contact): Ph:
Fax:

Local Associate (Systems Contact): Ph:
Fax:

Local User Group: Ph:
Fax:

International User Group: Ph:
Fax:

©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Description: | ||LY SOFTWARE ASSOCIATES | Teb:
\\{ CORRESPONDENCE 6
mnm Document #: Revision: Dated:
SYS-T6-FORM610 A, Jan 6 2001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 20of 2 Core Tean Lewer, D M.
LSA CORRESPONDENCE INDEX
Date Index important contact information and related events on this page.
12/1/00 Conracrep LSA Asour Resource Prannine Sorrwire.
12/10/00 Purcrise Contract wirw LSA rFor VISUAL Manuricrurzne.
12/25/00 Recezve Sorrwire and Inprenentarzon Tootkrr.
1/1/01 Conract Locat Soturzon Peoviver For TeCrnzcat Surrorr.
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Tab 7 - Computer Support Correspondence

Description:  COMPUTER SUPPORT Tab:
CORRESPONDENCE 7

Document #: Revision: Dated:

SYS-T7-FORM710 A Jan 3 2001
h Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 1of2 IT-Surervzsor, Andy Merworxs
Revision History Description of Changes Approving Owner Date
A Orzexnar ComprLArzon Ay N, 1/3/01

Purpose/Scope:
This form is used to list all computer support contacts. Important contacts and events
should be indexed on the attached index page and placed within this tab. This will provide

an accurate history of past correspondence.

Related Documents:

SYS-T6-Form610 Lilly Software Associate Correspondence
SYS-T8-Form810 Other Correspondence
Record your company's computer support contract name and number here

Contact Name: Contract #:

NAME/TITLE & DESCRIPTION PHONE E-MAIL
General Computer Support: Franz. Ph: 651-456-7811 Guru@CPU con
Fax:

Server Support: -, ph: 321-654-8711 WWW.CENTURASOFT CON
Fax:

Network Support: , ph: §00-080-0110 WWW.NOVELL.CON
Fax:

Internet Service Provider: 70 <o/ (TTONS Ph: 888-258-9511 WWW.ZSP.NVET
Fax:

Microsoft: Ph:
Fax:

Database Engine Supplier: Ph:
Fax:

©1999 Lilly Software Associates, Inc.

All Rights Reserved.
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Deseription: - COMPUTER SUPPORT Tab:
\\{ CORRESPONDENCE 7
\ mnm Document #: Revision: Dated:
SYS-T7-FORM710 A, Jwn 3 2001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 2of 2 I7-Surervzsor, Andy Nerworks
COMPUTER CORRESPONDENCE INDEX
Date Index important contact information and related events on this page.
1/04/01 E-Mrzr Conract wizrw Cenruri onv & CTD Questzon.
1/05/01 Lerrer rrom LSA Wrrn pvew VM INI Serrzpes.
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Tab 8 - Other Correspondence

Description: OTHER Tab:
CORRESPONDENCE 8
Document #: Revision: Dated:
SYS-T8-FORM810 A Jww % 200]
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 1of2 Orerarzons Dan M.
Revision History Description of Changes Approving Owner Date
A Orzexnit ComprLATzON D M, 1/4/01
Purpose/Scope:

This form is used to list all other support contacts required to operate your business. Im-
portant contacts and events should be indexed on the attached index page and placed
within this tab. This will provide an accurate history of past correspondence.

Related Documents:
SYS-T6-Form610 Lilly Software Associate Correspondence
SYS-T7-Form710 Computer Support Correspondence

NAME/TITLE & DESCRIPTION PHONE E-MAIL
Building Owner: Ph: §00-951-7531 BriLne@TrunrCon
Teune Core. Fax:
Building Mai : Ph: - g
uilding Maintenance We Cam Fv Ir Grour Fax.‘t'gé’ /788 HeLr@F zxrr.con

Telephone System Support:
Comnunzcarzons Inc.

Ph: 612-787-7456

Fax:

www.ProneHone.con

Telephone Company:as‘P#O/VES :::X LLL-444-3333 BriLine@usTELNET
City Utilities Depanment:y y Ph: 651-222-1225%
hery VhLrey Fax: WA
Gas Company: Ph: 321-123-4568 Herr@SnerLore
Manv-Gasses Fax:
Security Company: Ph: 456-888-1111 Keer@lockle.con

Keer It Yours, Inc.

Fax:

Environmental Services:

Ph:
Fax:

©1999 Lilly Software Associates, Inc.

All Rights Reserved.
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Description: OTHER Tab:

\\{ CORRESPONDENCE 8

\ mnm Document #: Revision: Dated:
SYS-T8-FORM810 A Jwm % 2001
Page: Document Owner (Title & Name):
INFORMATION SYSTEM DOCUMENTATION 2of 2 Orerarzons Dan M.
COMPUTER CORRESPONDENCE INDEX
Date Index important contact information and related events on this page.
1/2/01 NorzCe FrOM PrONE ConpinY on mvew T! Lznes.
©1999 Lilly Software Associates, Inc. All Rights Reserved. Information Systems Documentation
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Data and Menu Paths Appendix C

Data and Menu Path Table:

Accounts Payable Disbursements - From the main VMFG window:

Payables\Payment Entry

Accounts Payable Vouchers - From the main VMFG window:

Payables\Invoice Entry

Accounts Receivable Invoices - From the main VMFG window:
Receivables\Invoice Entry

Accounts Receivables Cash Receipts - From the main VMFG window:
Receivables\Cash Application

Allocations - From the Accounting window:

Maintain\Allocations. ..

Alternate Industry Codes - From the Application Global Maintenance window:
Maintain\AIC Table...

Bank Accounts - From the main VMFG window:

Cash\Bank Account Maintenance

Bills of Lading - From the Shipping Entry window:

File\Print Bills of Lading...

Bills of Manufacturing - From the main VMFG window:
Eng/Mfg\Manufacturing Window

Budget - From the main VMFG window:

Ledger\Budget Maintenance

Calendar Exceptions, Global - From the Application Global Maintenance window:

Maintain\Calendar Exceptions. ..



Appendix C

Data and Menu Paths

Calendar Exceptions, Specific - From the Concurrent Scheduler window:
File\Calendar Exceptions...

Carriers - From the Application Global Maintenance window:
Maintain\Carriers. ..

Cash Book - From the main VMFG window:

Cash\Cash Book

Cash Management - From the main VMFG window:
Cash\Cash Management Window

Chart of Accounts - From the Accounting window:
Info\Chart of Accounts (indented)

Info\Chart of Accounts (next level)

Collections - From the Invoice Entry window:
Info\Collections...

Commission Sharing - From the Order Management or Customer Order Entry
windows:

Edit\Commission Sharing...

Commodity Codes - From the Aplication Global Maintenance window:
Maintain\Commodity Table...

From the Part maintenance window:

Maintain\Commodity Codes...

Contacts, Alternate Customer - From the Customer Maintenance window:
Maintain\Alternate Contacts...

Contacts, Alternate Vendor - From the Vendor Maintenance window:

Maintain\Alternate Contacts...



Data and Menu Paths Appendix C

Credit Memorandum - From the main VMFG window:
Receivables\Invoice Forms

Currencies - From the Currency Exchange Rate Maintenance window:
Edit\Currency Maintenance

Currency Exchange Rates - From the main VMFG window:
Ledger\Currency Exchange Rate Maintenance

Currency Hedging - From the Customer Order Entry, Purchase Order Entry,
Invoice Entry, Payment Entry, Cash Application, and General Journal Entry
windows:

Edit\Set/Reset Exchange Rates...
Customer Forecasts (button) - From the Material Planning window:
File\Master Production Schedule.. \Customer Forecasts...(button)

Customer Order Acknowledgement Codes - From the Application Global
Maintenance window:

Maintain\CO Acknowledgement Codes...

Customer Orders - From the main VMFG window:

Sales\Customer Order Entry

Customers - From the main VMFG window:

Sales\Customer Maintenance

Discount Code - From the Customer Maintenance window:
Maintain\Discount Codes. ..

Earning Codes - From the Employee Maintenance window:

Edit\Earning Codes...

Edit Customer Forecasts (button) - From the Material Planning window:

File\Master Production Schedule...\Customer Forecasts...(button)\Edit Customer
Forecasts(button)
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Data and Menu Paths

Employee Maintenance - From the main VMFG window:
Admin\Employee Maintenance

Entity - From the Ledger Application Global Maintenance window:
Maintain\Entity...

Estimates\Quotes - From the main VMFG window:
Eng/Mfg\Estimating Window

Export Formats - From the Application Global Maintenance window:
Maintain\Export Formats...

Financial Calendar - From the Ledger Application Global Maintenance window:
Maintain\Calendar...

Free On Board - From the Application Global Maintenance window:
Maintain\FOB Table...

General Ledger Account Balances - From the main VMFG window:
Ledger\General Journal Entry

General Ledger Consolidation - From the main VMFG window:
Ledger\Consolidation

General Ledger Revaluation - From the main VMFG window:
Ledger\Revaluation Entry

Hold Reasons - From the Part Maintenance window:

Maintain\Hold Reasons...

Indirect Codes - From the Employee Maintenance window:
Edit\Indirect Codes...

Initialize Physical Count - From the Physical Inventory Count window:

File\Initialize Physical Inventory Count
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Inter Branch Transfer- From the main VMFG window:

Inventory\Inter Branch Xfer Entry

Inter Branch Transfer Receipts Entry - From the main VMFG window:
Inventory\Inter Branch Xfer Receipts Entry

Inter Branch Transfer Shipping Entry - From the main VMFG window:
Inventory\Inter Branch Xfer Shipping Entry

Inventory Transactions - From the main VMFG window:
Inventory\Inventory Transaction Entry

Invoices - From the main VMFG window:

Receivables\Invoice Forms

Labor Tickets - From the main VMFG window:

Eng/Mfg\Labor Ticket Entry

Master Product Configurator Interface - From the main VMFG window:
Eng/Mfg\Configurator Interface Maintenance

Master Production Schedule - From the Material Planning window:
File\Master Production Schedule

National Motor Freight Codes - From the Application Global Maintenance
window:

Maintain\National Motor Freight Codes...

Operation Types - From the Shop Resource Maintenance window:
Edit\Operation Types...

Packaging Types - From the Application Global Maintenance window:
Maintain\Packaging Types...

Part Trace Profiles - From the main VMFG window:

Inventory\Part Trace Profile Maintenance
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Parts - From the main VMFG window:

Inventory\Part Maintenance

Physical Inventory, Enter Counts - From the Physical Inventory Count window:
File\Enter Counts

Physical Inventory, Enter Recounts - From the Physical Inventory Count window:
File\Enter Recounts

Physical Count, Review All Counts - From the Physical Inventory Count window:
File\Review All Counts

Physical Inventory - From the main VMFG window:

Inventory\Physical Inventory Count

Planning Bill Of Material - From the Material Planning window:

File\Planning Bill of Material...

Planning Forecast - From the Material Planning window:

File\Planning Forecast...

Presentation Sequence - From the Shop Resource Maintenance window:
Edit\Presentation Sequence...

Pricing Information - From the Part Maintenance window:

Maintain\Unit Prices by Customer...

Maintain\Unit Prices by Market...

Maintain\Unit Prices by Discount Code...

Product Codes - From the Part Maintenance window:

Maintain\Product Codes...

Progress Billings - From the main VMFG window:

Receivables\Progress Billing Entry
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Purchase Addresses - From the Vendor Maintenance wndow:
Edit\Purchase Addresses...

Purchase Orders - From the main VMFG window:
Purchasing\Purchase Order Entry

Purchase Receipts - From the main VMFG window:
Purchasing\Purchase Receipt Entry

Recurring Payables - From the Invoice Entry window:
Maintain\Recurring Payables. ..

Recurring Receivables - From the Invoice Entry window:
Maintain\Recurring Receivables...

Remit To Addresses - From the Vendor Maintenance window:
Maintain\Remit To Addresses...

Return Material Authorizations - From the main VMFG window:
Sales\Return Material Authorization

RMA Reasons - From the Application Global Maintenance window:
Maintain\RMA Reason Table...

Sales Representatives - From the Customer Maintenance window:
Maintain\Sales Reps...

Sales Taxes - From the main VMFG window:

Sales\Sales Tax Group Maintenance

Service Charge Defaults - From the Application Global Maintenance window:
Maintain\Service Charge Defaults...

Service Dispatches - From the main VMFG window:

Purchasing\Service Dispatch Entry
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Service Receipts - From the main VMFG window:
Purchasing\Outside Service Receipt Entry

Services - From the main VMFG window:

Purchasing\Outside Service Maintenance

Shift Definition - From the Employee Maintenance window:
Edit\Shift Definition...

Ship Via’s - From the Application Global Maintenance window:
Maintain\Ship Via Table...

Shipments - From the main VMFG window:

Sales\Shipping Entry

Shipping Addresses - From the Customer Maintenance window:
Maintain\Shipping Addresses...

From the Customer Order Entry window:

Edit\Shipping Address...

Shop Calendars, Global - From the Application Global Maintenance window:
Located on the Scheduling tab.

Shop Calendars, Specific - From the Concurrent Scheduler window:
File\Weekly Calendars...

Shop Groups - From the Shop Resource Maintenance window:
Edit\Shop Groups...

Shop Resources - From the main VMFG window:
Purchasing\Shop Resource Maintenance

Shop Views - From the Shop Resource Maintenance window:

Edit\Shop Views...

C-10
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Standard Industry Codes - From the Application Global Maintenance window:
Maintain\SIC Table...

States and Provinces - From the Application Global Maintenance window:
Maintain\States and Provinces...

Territories - From the Application Global Maintenance window:
Maintain\Territory Table...

Transit Times - From the Warehouse Maintenance window:

Edit\Transit Times. ..

Units of Measure Maintenance - From the main VMFG window:
Inventory\Unit of Measure Maintenance

Vendor Banks - From the Vendor Maintenance window:
Maintenance\Vendor Banks...

Vendor Request For Quote - From the main VMFG window:
Purchasing\Vendor RFQ Entry

Vendors - From the main VMFG window:

Purchasing\Vendor Maintenance

Vendor Services Supplied - From the Outside Service Maintenance window:
Maintain\Vendor Services Supplied...

Vendors Supplying Service - From the Outside Service Maintenance window:
Maintain\Vendors Supplying this Service...

Visual Messages - From the main VMFG window:

Admin\Message Maintenance

Warehouse Locations - From the Part Maintenance window:

Maintain\Warehouse Locations...
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Warehouses and Locations - From the Warehouse Maintenance window:
Edit\Location/Parts

Withholding Codes - From the Vendor Maintenance window:
Maintain\Withholding Codes...

Work Orders - From the main VMFG window:

Eng\Mfg\Manufacturing Window
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