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ECi DDMS standard automated procedure files (procs) follow period-ending procedures 
(listed in the Year-End KeyOps) as closely as possible.  Some variations are required 
due to enhancements, program upgrades, and/or differences in software versions. 

Assuming you have already agreed to the terms defined in the separate one-page 
Custom Proc Request form, please use this longer form to specify the steps and 
special requirements for your day-end and month-end proc(s). 

Company:  Account #:  
    

Your Name:  Phone #:  
    

Email:  Fax #:  
    

Check all 
that apply: 

 New Day-End Proc 
 New Month-End Proc 

 Upgrade Day-End Proc 
 Upgrade Month-End Proc 

Job Start Date: Completed Date: 
Customer Job #: Tech # Assigned: 

ECi 
DDMS 

Use 
Only # Of Est. hours: Billed Amount $: 

PPaarrtt  11  ooff  22::  DDaayy--EEnndd  PPrroocc  RReeqquueesstt  
Version, Passwords, and Printer 
Please indicate your current software version: 

Software  How to Find Version Specify Version 

DDMS Double-click the TBL Client icon on your Desktop. Look in the 
upper right-hand corner of the DDMS Master Menu.  

 

TBL Server Double-click the TBL Version Icon on your desktop.  

 

To look up your passwords, follow these steps: 

Task  How to Find Password Specify Password 

Release 
A/R Batch 

In the eNsite Pro Master Menu, double-click the Keyop Menu 
icon. Double-click the Parameters icon. Select [A] Customer & 
A/R Parameters. Note the Release password. 

 

Purge A/R In the same screen, note the Purge Password.  

Release 
A/P Batch 

Press Esc from the (LA) Customer And A/R Parameters screen. 
Select (C) Vendor & A/P. Note the Release password. 

 

Release 
G/L Batch 

Press Esc from the (L C) Vendor & A/P Parameters screen. 
Select (J) General Ledger. Note the Release password.  
(not “Release Out of Balance Batches” password, just “Release.”) 

 

Purge P/O Press Esc from the (L J) General Ledger Parameters screen. 
Select (F) Purchase Order. Note the Purge password. 

 

 

Printer for Reports Specify Printer 

The default printer used for proc reports is P1 unless you specify another here:  
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Standard Day-End Procedure 
The procedures included in the standard day-end proc are listed below.  Please fill in the blanks 
with the EXACT steps you use to perform each procedure. For example, to print the POS 
Tendered Totals Report on the P3 printer, the exact steps are as follows: 

Text-based:  T14 P TAB SPACE SPACE P3 RETURN N Y 

Graphical: Reports Menu, Custom O/E, 14 P TAB SPACE SPACE P3 RETURN N Y 

If you do not use a feature such as Accounts Payable (A/P) or General Ledger (G/L), write “n/a” 
for not applicable. For example, if you do not use the Point-of-Sale application, write “n/a” 
beside “POS Tendered Totals Report.” 

Note: In the standard procedures below, we specify DDMS as the default password 
for several tasks. Where your password is different from “DDMS,” 
please specify the correct password. 

Procedure Title Screen Specify your EXACT steps 

1. Maintenance Mode 
2. Stop Utilities 
3. System Backup 
4. Restart Utilities 

Note:  (BACKUP MUST FIT ON ONE TAPE!!) 
No need to specify keystrokes for these first four tasks. 

5. POS Tendered 
Totals Report 

(T) Custom O/E Reports Menu, Custom O/E, 14, E 

6. Print and Release 
A/R Batch Report 

(O)/ Custom A/R 
(OR) Standard A/R 

Reports Menu, Standard A/R, A, tab twice, Y, 
DDMS, return twice, Y 

7. Daily Invoice 
Register 

(T)/ Custom O/E 
(TR) Standard O/E 

Reports Menu, Custom O/E, 07, E 

8. Print and Release 
A/P Batch  

(Q)/ Custom A/P 
(QR) Standard A/P 

Reports Menu, Standard A/P, A, tab twice, Y, tab, 
DDMS, return, Y 

9. Print and Release 
G/L Batch  

(W) Custom G/L Reports Menu, GL reports, A, tab twice, Y, return, 
DDMS, return twice, Y 

10. Flush Completed 
Orders To the Sales 
Journal (JOUR-S) 

No need to specify keystrokes for this task. 

11. Print Open Pick 
Report 

(T) Custom O/E Reports Menu, Custom O/E, 06, E 

12. Print O/E 
Exceptions Report 

(TR)[I] Standard O/E, 
Exception Report 

Reports Menu, Standard O/E, I, return twice, Y 

13. Print Verification 
Exceptions Report 

(T) Custom O/E Reports Menu, Custom O/E, 08, P, return, Y, Y 

14. Print Flushing 
Exceptions Report 

(T) Custom O/E Reports Menu, Custom O/E, 09, P, return, Y, Y 

15. Purge Completed 
Purchase Orders 
from the file PO-
MASTER. 

(S)/ Custom P/O 
(SR) Standard P/O 

Reports Menu, Standard P/O reports, P, DDMS, Y, 
return 4 times, Y  

16. A/R Trial Balance 
(Full Age-Only) 

(OR)[B] Standard A/R, 
Trial Balance 

Reports Menu, Standard A/R reports, B, return 5 
times, Y 

17. For A/R Audit, 
print President’s 
A/R 

(PD)[A] General Ledger 
Menu, President’s 
Screens, A/R Totals 

General Ledger Menu, President’s screen, A, 
DDMS, P, return, Y 

18. Reboot to end 
Maintenance Mode 

No need to specify keystrokes for this task.  
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Additional Day-End Procedures 
List any additional procedures you want added to the standardized day-end proc file in 
the spaces below.  SECOND LOCATIONS COUNT AS ONE (1) ADDITIONAL STEP.  

Procedure Title Specify your EXACT Keystrokes or Clicks 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   
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PPaarrtt  22  ooff  22::  MMoonntthh--EEnndd  PPrroocc  RReeqquueesstt  
ECi DDMS standard automated procedure files (procs) follow period ending procedures 
(listed in Key-Ops) as closely as possible.  Some variations are required due to 
enhancements, program upgrades, and/or differences in software versions. 

The standard month-end proc is billed at $300.00.  A charge of $25.00 applies for each 
additional procedure requested beyond the standard day-end proc. 

If a proc file does not work correctly due to incorrect or incomplete keystrokes, incorrect 
passwords or other inaccurate information provided by your establishment, ECI² 
reserves the right to re-code the file for an additional charge.  The charge for re-coding 
of proc files is $125.00 per hour with a one-hour minimum. 

Printer, Settings and Preferences 
Please verify your parameter settings and preferences: 

Go to This Screen … Check this Field… Specify your Setting 

(LA2) KeyOp Menu icon, 
Parameters icon, [A] Customer & 
A/R, [2] A/R 

Journalize Purged Invoices Y/N/X ? (X = 
Archive Specials) 

X 

(LA3) KeyOp Menu icon, 
Parameters icon, [A] Customer & 
A/R, [3] Statement  

Create pick tickets for finance charges Y/N ? N 

What month does your year end?  December 
Salesperson #  
Customer #  
Vendor #  
Item #  
Period End Password  

(LM1) KeyOp Menu icon, 
Parameters icon, [M] 
Operational Procedures, [1] 
Period End  

Override Password   
Volume (for JOUR-S, from the Volume field at the 
top middle of the (MI) screen shown below) 

W2 (MI) KeyOp Menu icon, 
Operational Procedures icon,  
[I] Sales Journal Month-End 
Procedure 

Volume (for renamed journals, note the Volume 
field at the top right of the (MI) screen shown 
below) 

W2 

Order Writer # to Use for Month-End  

Date for fiscal year-end  

Printer P1 will be used for proc reports unless you specify another one:  
 

12:08:26     (MI) Sales Journal Month-End Procedure  rev. (04/08/02)    03/04/03 
================================================================================ 
[.]  (C=Copy Files, M=Merge Files, R=Rename Files) 
File Name [JOUR-S    ]  Volume [W2??]  To  File Name [PREV-S    ]  Volume [W2??] 
Delete Original Files After Copy/Merge Y/N ? 
Update (LGA) Journal Names When Copying or Renaming Y/N ? 
Update (L8) Manifest Additional Journal Name Y/N ? 
 *Place An "X" Next To The Files To Copy/Merge/Rename. 
          File  From     File  To       Records 
         [..........]   [..........]    [......] 
         [..........]   [..........]    [......]  * Note: A Blank "File To" 
         [..........]   [..........]    [......]    Name Indicates That The 
         [..........]   [..........]    [......]    "File From" Does Not Exist 
         [..........]   [..........]    [......]    Or Contains No Records. 
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Standard Month-End Procedure Keystrokes 
The procedures included in the standard month-end proc are listed below.  Please fill in 
the blanks with the EXACT KEYSTROKES you use to perform each procedure. For 
example, to create finance charges using standard reports, the exact steps are as follows: 

Text-Based:  OR C RETURN RETURN RETURN Y Y 

Graphical: Reports Menu, Standard A/R, C RETURN RETURN RETURN Y Y 

Note: In the standard procedures below, we specify DDMS as the default password 
for several tasks. Where your password is different from “DDMS,” 
please specify the correct password. 

Procedure Title Screen Specify your EXACT Steps 

1. Maintenance Mode 
2. Stop Utilities 
3. System Backup 
4. Restart Utilities 

Note:  (BACKUP MUST FIT ON ONE TAPE!!) 
No need to specify keystrokes for these first four tasks. 

5. Create Finance Charges Reports menu,  
Standard A/R,  

C, return 3 times, Y, Y 
 Not applicable 

6. Print and Release A/R Batch 
Report (of finance charge)  

Reports menu, 
Standard A/R 

A, Tab 2 times, Y, DDMS, return 2 times, Y 
 Not applicable 

7. Purge A/R Reports menu, 
Standard A/R 

D, return, DDMS, return 4 times, Y 
 

8. Print Statements Reports menu, 
Standard A/R 

C, return 4 times, Y 
     Custom            Canned 

9. A/R Trial Balance Report Reports menu, 
Standard A/R 

B, return 5 times, Y 

10. Purge Completed Purchase 
Orders from the file PO-
MASTER 

Reports menu, 
Standard P/O 

P, DDMS, Y, return 4 times, Y 

11. Print a Monthly Sales Tax 
Report* 

Reports menu, 
Standard Sales 

D, return 3 times, JOUR-S, return, Y 

12. Print a Combined Tax 
District Report 

Reports menu, 
Standard Sales 

D, TAB, ?, RETURN 2 times, JOUR-S, return, Y 

13. Rename the sales journal 
(JOUR-S) 

No need to specify keystrokes for this task.  
 
The following pattern will be used: The first two digits indicate month, the 
second two digits indicate year, and “-S” indicate that it is a sales journal.  
 
0104-S = January 2004, 0204-S = February 2004, 0304-S = March 2004 

14. Print and save a complete 
A/P Trial Balance 

Reports menu, 
Standard A/P 

B, return twice, Y 

15. Purge and journalize 
completed A/P invoices 

Reports menu, 
Standard A/P 

C, tab once, Y, return twice, DDMS, return twice, 
Y, return once, Y 

16. Salesperson Database No need to specify keystrokes for this task, as long as you provide (LM1) 
settings in the previous section.  Included Procedures: 

Change Current Period (L2) 
Execute Customer Period End 
Execute Vendor Period End 
Execute Item Period End 
Execute Salesman Period End 

17. Reboot to end Maintenance 
Mode 

No need to specify keystrokes for this task.  
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*Note: If you have your LØ parameters set to use the “tax paid on paid invoices” 
feature, printing the monthly sales tax report will have a different set of 
keystrokes to respond to the “Tax on paid invoices” prompt:  
 
UR D (PROMPT = TAX ON PAID INVOICES Y/N?) IF N RETURN 4 TIMES, JOUR-S, 
RETURN, Y 
 
UR D (PROMPT = TAX ON PAID INVOICES Y/N?) IF Y THEN GET (PROMPT = IS 
THIS THE FINAL RUN?) Y or N THEN RETURN 3 TIMES, JOUR-S, RETURN, Y 

 

**Note: Each sales journal’s name must begin with two unique characters. You cannot 
use pairs of characters that were used for a previous year's journal, unless 
they are stored on a different unit/volume serial.  
 
At year-end, move this year’s sales journals to an archive folder.  
For detailed instructions, see FAQ File 84: “Renaming Sales Journals” at 
www.ddms.com/Resources/Support/faq/period/rename-salesj.pdf  

Additional Month-End Procedures 
List any additional procedures you want added to the standardized month-end proc file in the spaces 
below.   

Procedure Title Specify your EXACT Keystrokes or Clicks 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

 

http://www.ddms.com/Resources/Support/faq/period/rename-salesj.pdf

	Part 1 of 2: Day-End Proc Request
	Version, Passwords, and Printer
	How to Find Version
	Specify Version
	How to Find Password
	Specify Password
	Printer for Reports
	Specify Printer


	 Standard Day-End Procedure
	Screen
	Specify your EXACT steps
	1. Maintenance Mode
	2. Stop Utilities
	3. System Backup

	4. Restart Utilities


	Additional Day-End Procedures
	Specify your EXACT Keystrokes or Clicks


	 Part 2 of 2: Month-End Proc Request
	Printer, Settings and Preferences
	Check this Field…
	Specify your Setting
	December



	 Standard Month-End Procedure Keystrokes
	Screen
	Specify your EXACT Steps
	1. Maintenance Mode
	2. Stop Utilities
	3. System Backup

	4. Restart Utilities


	Additional Month-End Procedures
	Specify your EXACT Keystrokes or Clicks




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


