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Workflow Analysis Survey Instrument

           Company Name:________________________________
       Primary Contact:________________________________
         Phone Number:________________________________
WF Completion Date:________________________________
            CompletedBy:________________________________

General Ledger  ___Module Purchased



Employees Interviewed____________________________________Date___________


1.1
GL Account Number Format (Dyn Lan___10/20     CS+___10/66)



For main company legal name:_____________________________________



Segment
# Char.
Description
Main Seg.
Installation
                            1
______
____________________________  
__________
_________


        2
______
____________________________
__________
_________


        3
______
____________________________
__________
_________


        4
______
____________________________
__________
_________


        5
______
____________________________
__________
_________



        6
______
____________________________
__________
_________


        7
______
____________________________
__________
_________


        8
______
____________________________
__________
_________


        9
______
____________________________
__________
_________


       10
______
____________________________
__________
_________



                                  Total Characters:
__________
_________




Do you think you may want to have the ability to report on additional GL segments, for example:



__Product Lines   __Locations   __Projects   __Departments   __Divisions   __other___________



__Cost Center  __Events   __other_________________    __other__________________  



Workflow Analysis Survey Instrument


1.2
Do you have multiple companies to automate?_____ How Many______



What are the legal names of the companies to be set up in Dynamics?


______________________________________________________   __Same Accnt Structure?


______________________________________________________   __Same Accnt Structure?


______________________________________________________   __Same Accnt Structure?


______________________________________________________   __Same Accnt Structure?




1.3
Financial Statements Required (include Copies)



___ Trial Balance(detailed___summary___)


___ Balance Sheet


___ Profit & Loss Statement


___ Statement of Retained Earnings


___ Statement of Cash Flows


___ Other_____________________________


___ Other_____________________________




1.4 
Do you have a requirement to consolidate multiple companies on


Financial Statements? (FRx___) 


1.5
Do you currently use budgets within the GL____


If not, do you plan on using the Dynamics GL Budgeting Feature____




1.6
Do you allocate expenses by a% of fixed units_________


(for example: a% of a departments floor space for Utility dist.)



Do you allocate expenses by a% of Variable units______


(for example: a% based on the number of employees in a department)


1.7
Do you require multi currency capabilities in the GL____________


1.8
How many fiscal periods do you use_________


1.9
Do you have a requirement to process intercompany transactions____


(Due to/Due From Relationships - CS+ only)


1.10
Do you use Multiple Cash Accounts___  Check Books___


Workflow Analysis Survey Instrument


1.11
List and obtain copies of current automated and manual reports or


screen inquiries that are used for GL.



Report/Screen Name



Priority
                     _______________________________________________


_______


_______________________________________________


_______


_______________________________________________


_______


_______________________________________________


_______


_______________________________________________


_______


_______________________________________________


_______


_______________________________________________


_______

                     _______________________________________________


_______


                 * Priority Codes:  CR - Critical to running the business, must be available in new system
   
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   
   could live without in new system


Misc. Notes:____________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________




Workflow Analysis Survey Instrument

Payables Management   ___Module Purchased

Employees Interviewed_________________________________Date______________

2.1 Current Vendor ID Maximum # Charc.___Format__________________

       Do you plan on changing the format or length?____  New Format___________

2.2 Number of Current Vendors______ Data Conversion Required______

2.3 A/P Checks to be printed from Dynamics?_____ (include copy)

2.4 Printer Make________, Model_________ to be used & # Copies_____

2.5 Do you require multi currency capabilities for Payables____________

2.6 Do you process manual checks____


2.7 Do you process recurring payments/vouchers____


2.8 Do you have 1099 Vendors____    Types: __Non Employee  __Interest Dividends  __Rent 
      __other_________   __other__________   __other_____________

      Do you print 1099 forms on the current system____  How many per year______

2.9 List and obtain copies of current automated and manual reports or
      screen inquiries used for Payables Management.

Report/Screen Name







*Priority
______________________________________________________
_______
______________________________________________________
_______

______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______

· Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system


Workflow Analysis Survey Instrument


Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________


Workflow Analysis Survey Instrument


Receivables Management   ___Module Purchased

Employees Interviewed_________________________________Date______________

3.1 Current Customer ID Maximum # Charc.___ Format_______________

       Do you plan on changing the format or length?____  New Format___________

3.2 Number of Current Customers_______  Data Conversion Required____

3.3 Do you require multi currency capabilities for Receivables Mgt._______

3.4 Do you assess Finance Charges to customers___  Print Statements_____


3.5 Do you currently print Credit Memo’s_____ (Dyn doesn’t)

3.6 How do you apply cash reciepts?  ___to oldest invoices  __to specific invoices 
__other, please describe________________________________________________
___________________________________________________________________
___________________________________________________________________

3.7 List and obtain copies of current automated and manual reports or
screen inquiries used for RM.

Report/Screen Name







*Priority
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______

* Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system


Workflow Analysis Survey Instrument


Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________


Workflow Analysis Survey Instrument

Invoicing   ___Module Purchased

Employees Interviewed_________________________________Date______________

4.1 Do you have a requirement to track____Items?  ___Quantities?

4.2 If Items are required, Maximum ID characters______?  Maximum Description Characters_______?

4.3 Invoices to be printed from Dynamics?_______ (include Copy)

4.4 Printer Make________, Model_________ to be used & # Copies_____


4.5 List and obtain copies of current automated and manual reports or
      screen inquiries used for Invoicing.

Report/Screen Name







*Priority
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______

* Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system

Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________


Workflow Analysis Survey Instrument

Inventory Management   ___Module Purchased

Employees Interviewed_________________________________Date______________

5.1  Current Item # Maximum # Charc.____ (30)  Format_____________
       Item Description Maximum # Characters (50) ______________________

       Do you plan on changing the format or length?____  New Format________________________

5.2  Number of Current Item #’s  ____FG   ___Raw   ___Components
       Data conversion required___

5.3  Do you sell Kits during SOP_____
       Describe Requirement__________________________________________
        ____________________________________________________________
        ____________________________________________________________

5.4  Do you require Lot or Serial # assignment in Inventory?____________
       Describe Requirement__________________________________________
       ____________________________________________________________
       ____________________________________________________________

5.5 What type of Inventory Cost Method (s) do you use?
       ____FIFO perpetual
       ____FIFO periodic
       ____LIFO perpetual
       ____LIFO Periodic
       ____Average perpetual
       Describe Requirement_________________________________________
       ____________________________________________________________
       ____________________________________________________________

5.6  How many formal warehouse Locations do you track_______________

5.7  Do you track Bin Locations within warehouses (20)____  Multiple per warehouse____


Workflow Analysis Survey Instrument

5.8  Do you or would you like to Inventory or Sell single items in multiple Units of Measure?
       For example: ___Each  ___Dozen  ___Case  ___.  Provide examples of Units of measure that
       apply to your products____________________________________________________________
        _______________________________________________________________________
        _______________________________________________________________________
        _______________________________________________________________________


5.9  Dynamics Inventory allows for a flexable pricing structure, do any of the following apply to how 
       you price products or services.

       Per Customer or Customer Class Trade Discount that is applied to the total of the order__________

       Line item discounts (Markdowns in Dynamics) that are negotiated on an order by order basis_____

       Standard Pricing based on a specific type of Customer,  for example: Retail, Prerfered, Distributor,
       etc? (Dynamics Price Levels)_______

       Standard Pricing with Quantity Breaks by Order Line Item_______

       Standard Pricing with Quantity Breaks based on total Order Quantity or Dollar Volume_____
       (Dynamics does not handle this type of pricing)

       Contract Pricing with pricing program start and end dates, for specific Customers or Groups of 
       Customers, Etc._______(Requires Dynamics addon products) 


5.10 Do you want the system to update the Inventory Value in the General Ledger? ______

5.11 List and obtain copies of current automated and manual reports or
        screen inquiries used for Inventory.

Report/Screen Name







*Priority
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______
______________________________________________________
_______


Workflow Analysis Survey Instrument


* Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system



Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________


Workflow Analysis Survey Instrument


Sales Order Processing   ___Module Purchased

Employees Interviewed____________________________________Date___________

6.1  Dynamics Sales Order Processing allows for the printing of the following
       Documents, which ones will you be utilizing? (obtain printed copies of each)
       ___ Quote    ___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___ Order   ___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___ Backorder___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___ Return ___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___ Invoice ___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___  Packing List ___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____
       ___  Picking Tick___ Preprinted Form ___Blank Paper - Printer Model______ # Copies____

       ___ Shipping Labels  If yes, document the requirement in detail

6.2  Dynamics SOP allows for an unlimited number of Document  types by
       document, what document types do you anticipate requiring at this time?
       (samples include, Faxed Quotes/Orders, Phone Quotes/Orders, Rush
        Orders, Standard Orders, Etc.) What Document ID scheme will you use?
       ________________________________________________
      ________________________________________________
   
6.3 Dynamics SOP allows for the establishment of Process Holds by 
      document ty pe.  Examples of process holds could be a sign off by engineering
      on a custom product quote type prior to allowing the quote to be printed. Process
      hold trigger points include: Printing, Transferring, Fulfilling or Posting Documents

     Do you anticipate the use of this feature and How?__________________
      ________________________________________________________
      ________________________________________________________

6.4 Dynamics SOP allows for a separate Fulfillment (shipping)
      process or the ability to assume a product is fulfilled at the time
      of order entry by order type.  Do you anticipate utilizing a
      separate fulfillment process for any order types?____Which
     ones?__________________________________________________
      _______________________________________________________
      _______________________________________________________


Workflow Analysis Survey Instrument

6.5 Dynamics SOP allows for inventory allocation by line item or Document/Batch. 
          When allocated by line item during Sales Order Entry, the operator is required
          to make decisions about how shortages are to be handled.  Some companies
          find this method to be too time consuming during the Sales Order Entry
          process. Which method do you think you will use for Inventory allocation.  
          Line Item Level___    Doc/Batch Level____


6.6 Dynamics SOP has basic Commission calculation/tracking capabilities.  Do
      you anticipate utilizing this feature____  Explain how your current
      commission system works_____________________________________
      __________________________________________________________
      __________________________________________________________


    Calculation based on:
     ___% of total product Line Item sales
     ___% of Invoice total (inlc. frght, taxes, misc. charges)
     ___% of line item sales by product or product class (Accbl)
     ___Salesperson based on Customer___  Customer Ship to?____ (Accbl)
     ___Payment trigger based on ___Invoice  ___Payment
     ___Other_____________
     ___ Do any orders require split commissions

6.7 Do you track Sales  based on Customer Territories____

6.8 Dynamics SOP includes extensive Sales Tax calculation capabilities.  Do you
      charge sales taxes on any order types___ 

6.9 Do you require the ability to add items to Inventory while entering orders?________

     Do you have non-inventory Order line items?_________


Workflow Analysis Survey Instrument

6.10 List and obtain copies of current automated and manual reports or
        screen inquiries used for Inventory.

Report/Screen Name







*Priority
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______
_______________________________________________________
_______

* Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system

6.11 Do you require any of the following capabilities in SOP: (third party products available)

        ___ Customer Product ID X-Reference w/ display during Order Entry___ print on SOP Docs 
        ___ Look up Sales Order Documents by ___ PO# ___ Ship to Address___Other___________ 
        ___ Check for Duplicate Customer PO #’s during Sales Order Processing
        ___ Histrorical Lot/Serial Number tracking 
        ___ EDI (Electronic Data Interchange)


Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________



Workflow Analysis Survey Instrument

Purchase Order Processing   ___Module Purchased

Employees Interviewed_________________________________Date______________

7.1  Purchase Order Acknowledgment forms to be printed from Dynamics?_____
       (include copy)

7.2  Printer Make________, Model_________ to be used & # Copies_____

7.3  Do you require the ability to create Drop Ship PO’s_____

7.4  Do you need to track line item level handling costs which are added to the cost of the Item?____

7.5  List and obtain copies of current automated and manual reports or
      screen inquiries used in Purchase Order Processing.

Report/Screen Name








*Priority
_____________________________________________________________
_______
_____________________________________________________________
_______
_____________________________________________________________
_______
_____________________________________________________________
_______
_____________________________________________________________
_______

_____________________________________________________________
_______
_____________________________________________________________
_______
_____________________________________________________________
_______


* Priority Codes:  CR - Critical to running the business, must be available in new system
   UF - Used frequently, would like to have in new system  NTH - Nice to have but 
   could live without in new system

Misc. Notes:____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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