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Software Licence Agreement

Your right to use the software (in object code only) and its associated printed and electronic documentation (“Product”) is subject to the terms and conditions set
out in this licence agreement (*“Agreement”).

Breaking the seal to open the CD case, installing the software, or, using any part of the electronic or printed material accompanying the product, signifies your
acceptance of the terms and conditions set out below.

Therefore, please read them carefully before breaking the seal or using the materials provided. If you do not agree to be bound by the terms and conditions of
this Agreement, you should promptly return the unopened CD together with all packaging and associated documentation unused and in good condition to your
reseller for a refund under the terms of its refund policy (if you purchased from your reseller), or to us within 10 days of purchase (if you purchased direct from

Sage Pastel).

Prior to returning the product, you should telephone Sage Pastel on + 27 11 304-3000 and request a reference number to be sent with your return so that it can
be identified. Provided that you promptly follow our returns procedure, we shall refund the price paid by you direct to us for the Product.

1.

2.

In this Agreement:

1.1.

1.2.

1.3.

1.4.

1.5.

“Use” means to load, execute, store, transmit, display, (for the purposes of loading,
execution, storage, transmission or display) or otherwise utilise the Product for your
legitimate business purposes, excluding where, if relevant, the product will only be
used for point-of-sale purposes; and

“us”, “‘we” and “our” means Sage Pastel of "Sage (Pty) Ltd.", and “you” and “your”
mean the person, business or company purchasing the Licence.

the headings are for convenience only and shall not affect its construction or
interpretation;

“including” and “includes” shall be understood to mean “including without limitation”
and “includes without limitation” respectively; and

words of a technical nature shall be construed in accordance with general trade usage
in the computer industry of South Africa.

Our Licence to you

2.1.

2.2.

In consideration of your acceptance of the terms of this Agreement, we grant you a
non-exclusive, non-assignable right to Use the Product for which you have paid the
relevant licence fee (“Licence”). The Product is activated using an activation key. The
Product will alert you of the need for an activation key and this can be obtained from us
free of charge. In order to produce such an activation key we will require information
from you. You acknowledge that without such data we cannot provide the necessary
activation key.
You may Use the Product:
2.2.1.0n a single personal computer or laptop (but not on both, unless you have
purchased a Second Copy Licence for Use by the same single user with the same
data as is installed on the main installation) if you have purchased a “Single User
Licence”; or
2.2.2.0n a single local area network or Virtual Private Network (VPN) (which is under
your control and used by your group of companies or businesses and not relating
to any other third party use of the Product) with up to the specified maximum
number of concurrent users, if you have purchased a “Network User Licence”; and



2.3.

2.4.

2.5.

2.6.

2.2.3.in connection with a single set of data only, such data being your data only,
whether this is for a company or business unless you have purchased a licence to
allow you to work with multiple sets of data up to a specific number which shall not
be exceeded (such multiple sets of data being data of your group of companies or
businesses and not relating to any other third parties) and the Product is used on
one system and only at your premises if you have purchased a “Multi-Company
Licence”. For the avoidance of doubt, a Multi Company Licence does not alter or
amend the maximum number of concurrent users Licensed under this Licence; or
2.2.4.0n a bureau basis as an independent contractor (and for use by your staff only up
to the specified maximum number of concurrent users and not by third parties)
either at your premises or externally on your laptops, on behalf of and in relation
to the data of the number of companies or businesses for which you have
purchased a licence, if you have purchased a “Bureau Licence”.
In relation to clauses 2.2.1 and 2.2.2 above, you may transfer each licensed copy of
the Product from one computer to another owned by you within a single location,
provided it is not Used on more computers at any one time than your licence permits.
Please see clause 2.1 regarding the need for an activation key in order to do this. For
the avoidance of doubt, you may not continue to Use the Product on the computer from
which you have transferred the Product.
In relation to clauses 2.2.3 and 2.2.4 above, the total number of companies or
businesses whose data may be processed by the software is limited to the number of
companies or businesses for which the software is licensed to you. In particular, such
number may not be exceeded by the loading of the data of any further companies or
businesses in replacement of the data of the number of unique/discreet companies or
businesses for which you have purchased your licence.
If you wish to use the Product otherwise than as provided for by the type of Licence
you have purchased, you must purchase the appropriate type of licence or additional
licences (and associated activation key) prior to commencing any such Use.
Other than as permitted under this Agreement you shall not and shall not allow anyone
else to:
2.6.1.Use, copy, transfer, sell, sub-licence, lease, mortgage, rent, loan, publish,
distribute or otherwise make the Product (or any part of it) available to any other
person, whether or not for commercial gain;
2.6.2.Use the Product (or any part of it) for the provision of any remote hosting or ASP
services or in any other configuration that permits a third party to use the Product
other than under the provisions of a valid licence with us;
2.6.3.disable any licensing or control features of the product;
2.6.4.Use the “demonstration” or free-for-trial evaluation version of the Product (or any
part of it) for any purposes other than feature and functionality evaluation
purposes. For the sake of clarity only, use of the demonstration version of the
Product for commercial gain either for training purposes or for the delivery of any
service other than product evaluation, is specifically prohibited;
2.6.5.other than to the extent permitted by law, alter, adapt, merge, modify, translate,
reverse engineer or de-compile, disassemble, create derivative works of the
Product (or any part of it), except with our prior written consent; nor
2.6.6.remove, change or obscure any of our or any third party proprietary notices, labels
or marks associated with the Product.



2.7. You acknowledge that you own only the media on which the Product is supplied and
that we shall retain ownership of the intellectual property rights in and to the Product
and any amendments made to it by us regardless of form, including any back up
copies that you make, and, subject to the Licence, you shall not have any right to use
them.



3. How this Licence can be terminated
3.1. We may terminate the Licence without refund:

3.1.1.if you fail to make payment within our payment terms from the date the purchase
was made or any other contract with Us or any international or local subsidiary of
Sage Plc.; or

3.1.2.immediately if we are notified that any finance arrangement you have made with a
third party for the payment of the licence fee for the Product has ended for any
reason.

3.2. Your Licence to Use the Product will terminate automatically if you fail to comply with
any term of this Agreement, you become bankrupt, go into liquidation, suffer or make
any winding up petition, make an arrangement with your creditors, have an
administrator, administrative receiver or other receiver appointed, or if you suffer or file
any similar action in consequence of debt.

3.3. Within ten working days of the termination of the Licence for any reason you shall
uninstall the Product and return it to us (including any copies you have made of the
Product (or any part of it)) and provide a certificate signed by your duly authorised
representative to confirm compliance with this clause 3.3.

4. Our warranties to you

4.1. We warrant that the Product, when used in accordance with our operating instructions,
will provide the functions and facilities and will perform substantially as described in the
associated documentation supplied to you as part of the Product.

4.2. We warrant that during any free support period:

4.2.1.we shall provide technical advice, assistance and support by telephone fax and e-
mail during our normal business hours (this does not apply to updates or
upgrades of the software);

4.2.2.the media on which the Product is recorded will be free from defects in material
and workmanship under normal conditions of use; and

4.2.3.we shall correct any errors in the Product by patching or replacing (at our sole
discretion) any Product not meeting the warranties given above and if we are
unable to rectify any errors in the Product, we will terminate this Agreement and
refund your purchase price, after having received the Product (including any
copies you have made) and all packaging in good condition within the relevant
free support period. This warranty excludes defects caused by accidents, abuse,
poor storage or handling or any act referred to in clause 2.6.

4.3. The warranties set out in this clause 4 are in lieu of all other warranties,
representations or conditions, express or implied, statutory or otherwise, including any
implied warranties of satisfactory quality and fitness for a particular purpose. We do not
warrant that the Product will meet your requirements, or that the operation of it will be
uninterrupted or error free. We do not warrant or make any representation regarding
the use of the Product or the results of such use in terms of correctness, accuracy,
reliability or otherwise. No oral or written communications by or on our behalf shall
create a warranty or in any way increase the scope of the warranties we have given.

4.3.1.0ur entire liability and your exclusive remedy under the warranties given in this
clause 4 will be, at our option either to:

4.3.2.repair or replace the Product or encryption medium which does not conform with
the warranty; or

4.3.3.refund the price paid for the Product and terminate the Licence.

5. Disclaimer and limitation of liability



5.1.

5.2

5.3.

You acknowledge that the allocation of risk in this Agreement reflects the price paid for
the Product and also the fact that it is not within our control how, and for what
purposes, you use the Product. In no event, therefore, will we be liable for any indirect,
consequential, incidental or special damage, or loss of any kind (including loss of
profits, business, chargeable time, anticipated savings, goodwill, any business
interruption or loss of or corruption of data) however caused and whether arising under
contract, tort, including negligence, statute or otherwise.

If any exclusion, disclaimer or other provision contained in this Agreement is held to be
invalid for any reason by a court of competent jurisdiction and we become liable for
loss or damage that could otherwise be limited, such liability whether in contract, tort or
otherwise, will not exceed the licence fee actually paid by you for the Product.

Whilst We take reasonable precautions to ensure that the media on which this
application is distributed is free of viruses, unknown third-party embedded code or
other forms of unwanted third-party software interference, We do not accept any
responsibility whatsoever for damage caused by the action of viruses, virus signatures
or any other unsolicited third-party embedded code which may be contained on this
media. This includes loss of files, system malfunctions, data corruptions or the like,
which may be caused by any third-party code, malicious or otherwise, which may be
replicated on the media.

6. Copyright

7.

6.1.

6.2.

The Product and all related intellectual property is owned by Us and is protected by
copyright laws and international treaty provisions. It should be treated like any other
product under copyright. However, you are authorised to make copies of the product
solely for backup / security purposes;

The licensee acknowledges that any and all of the copyright, trademarks, trade names,
patents and other intellectual property rights subsisting in or used in connection with
the Product including all documentation relating thereto are and remain Our property.

Trademark

7.1.

"Sage" is a registered trademark. Sage Pastel is a trademark owned by Us. All other
product names mentioned herein are the property of their respective owners. All rights
reserved worldwide.



8. General

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

8.8.

8.9.

Any reseller, distributor or dealer (including any of our authorised resellers or
distributors) from whom you have purchased a licence of the Product is expressly not
appointed or authorised by us as our servant or agent. No such person has any
authority, either express or implied, to enter into any contract or provide any
representation, warranty or guarantee with or to you on our behalf, or otherwise to bind
us in any way whatsoever. We will not be responsible for any modifications or mergers
made to the Product by such persons.

We shall not be liable to you in respect of any circumstances arising outside our
reasonable control.

Our failure to enforce any particular term of this Agreement shall not be construed as a
waiver of any of our rights under it.

If any part of this Agreement is held by a court of competent jurisdiction to be
unreasonable for any reason whatsoever, the validity of the remainder of the terms will
not be affected.

This Agreement constitutes the entire agreement between you and us in relation to the
Product and the Licence and supersedes any other oral or written communications or
representations with respect to the Product.

No variations of any of these terms and conditions are valid if not confirmed in writing
by Us or Our authorised representative.

Should you purchase a Product as an upgrade of another Product, then your
ownership in the original upgraded Product ceases. You are not entitled to sell the
original Product, nor can you continue to make use of the original Product.

No variations of any of these terms and conditions are valid if not confirmed in writing
by Us or Our authorised representative.

This Agreement shall be governed by and construed in accordance with South African
law. The parties hereby submit to the exclusive jurisdiction of the South African courts
unless otherwise agreed in writing.

Copyrights and Trademarks
Copyright © 2002-2008 by Us.

We hereby acknowledge the copyrights and trademarks of all terms we use in this manual and its accompanying electronic
documentation. This includes, but is not restricted to, the following names and terms.

The following are the property of the Microsoft Corporation and / or its subsidiaries:
Microsoft SQL Server

MSDE

Windows 95, Windows 98
Windows NT
Windows 2000

Windows XP
Windows Vista
Windows 7
Windows 8

The following are the property of Adobe Corporation:
Adobe Acrobat
PDF

Manual Version
Version 17.1.1 October 2016



Please note the following:

Specifications and information in this guide are, to the best of our knowledge, correct at the time of publishing. Since we invest in our
products on an on-going basis, the information in this guide is subject to change without prior notice. Therefore, Sage Pastel cannot be

held responsible for errors or omissions.
Copying or reprinting of this guide or sections thereof is not permitted without prior written authorization.
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Introduction

Welcome to Sage Pastel Partner! You have chosen one of the most flexible and easy to use
financial products available.

This user guide introduces you to Sage Pastel Partner. There is a separate installation guide
included in your package that details installation instructions. The installation guide, as well as
the on-line help, details how to register your package.

The installation guide also details your support options, which may differ from country to
country. You have 30 days of free support from the date on which you register your package.

You can view an on-line version of this guide via the Help...Documentation menu option.

In this first chapter, we look at the Partner range, and see which modules each version has. We
also look at optional add-on modules, which enhance functionality in a number of areas.

In the final section in this chapter, we look at the new features in Sage Pastel Partner Version
17.

This user guide is a Sage Pastel Partner overview only. It does not cover

every feature and every function in the system. The idea is to give you a

detailed outline of the system's functionality. The on-line help contains
detailed information on every feature.

The table of contents in this user guide is a subset of the one in the on-line
help, but in the same sequence. In addition, you can type in the manual's
heading into the on-line help’s Index section to find the relevant help
section.
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The Sage Pastel Accounting Range

The Sage Pastel Accounting range has three products:
e Sage Pastel Partner

e Sage Pastel Xpress
e Sage Pastel Xpress Start-Up

Sage Pastel Xpress Start-Up is identical to Sage Pastel Xpress, except that you can only have
one operating company, you cannot add multi-user functionality, and you cannot add any add-
on modules.

You can upgrade from Xpress to Partner at any time, with no data conversion required. Sage
Pastel Partner contains the same modules as Sage Pastel Xpress, although there are many
enhancements within these modules. In addition, Sage Pastel Partner allows the use of many
additional modules:

This automates bank transactions and reconciliations, based on

Bank Manager

downloading the bank statement via the Internet. This option is for
South Africa only.

Bill of Materials

This lets you manufacture or assemble items from components.

Sage Intelligence
Reporting

This gives you advanced reporting and analysis in Microsoft Excel.

Debtors Manager

This helps you optimise your collections process.

General Ledger
Manager

This lets you renumber, delete, and merge, general ledger accounts.

Inventory

The Inventory module is where you do most of your processing work
if you purchase and sell goods.

Multi-Currency

This lets you process in foreign currencies.

Multi-Store
(Warehouses)

This lets you have multiple stores and transfer items between stores.

Project Tracker

This lets you manage budgets and costs linked to projects.

Point of Sale

This lets you process sales and control payments via a cash drawer.

Offline Processing

This lets you deploy Point of Sale without requiring a permanent
network connection.
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Receipting

This lets you print receipts and simultaneously update the cash
book.

Serial Number
Tracking

This lets you serialise inventory items and track each item’s
movement.

Time and Billing

This lets you bill employee time to customers.

We look at these modules in more detail in this manual.

Sage Pastel Xpress is a smaller, less fully featured product. It contains the General Ledger,
Customers, Suppliers, and Inventory modules. You can add up to three users, and you can add
the Business Intelligence Centre, General Ledger Manager, Bank Manager, and Point of Sale
modules.

Additional Stand-Alone Products

A number of other Sage products work with Sage Pastel Partner:

Payroll

Fixed Assets

Contact Management

eBusiness & eBilling
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System Requirements

These are the hardware and operating system software requirements for the system:

HARDWARE

Minimum Single Core 1 GHz Single Core 2 GHz

Recommended Dual Core 2 GHz or higher | Dual Core 2 GHz or higher

DVD Drive Required Required

RAM

Minimum 2GB 4GB

Recommended 2GB or higher 128MB per simultaneous user who

accesses the system

SCREEN RESOLUTION

Minimum 1024 x 768 1024 x 768

OPERATING SYSTEM

Supported Windows 7, Windows 8 Windows 7, Windows 8, Windows 10,
Operating and Windows 10 Windows Server 2008 R2, Windows
Systems Server 2012 +

e Microsoft Office integration and email functionality requires you to have
Microsoft Office version 2000 or above installed on your workstation.

e Windows XP Operating System - NO LONGER SUPPORTED

Microsoft will no longer support Windows XP Operating System. This means
3 Windows XP users will not receive Microsoft software updates, including

security updates that help protect your POS system from viruses, spyware
and other malicious software. If you are currently operating Windows XP
Operating System, we recommend you move to a supported operating
system so you can continue operating in a secure environment. In moving to
a new operating system, if your POS system also runs in Windows XP, we
suggest you contact your primary support provider to discuss compatibility of
your POS system with the new operating system.
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Using the Pastel Help

You access the on-line help by pressing the <F1> key while you are working in the system. The

help will be relevant to the screen you are using. You can also use the Help menu option to
access the help. Here is a typical help screen:

2
& o & i

Back Forward Pt Options

==

Cortents | Index | Search | Favorites |

The Pastel Desktop

b Getting Started
Qj Working in Pastel
[7] Working in Pastel
Starting Pastel
i [?] Registering Your Product
-] The Pastel Desktop
- o
- @ Menus and Toolbar
@ System Mavigator

I @ Pastel Explorer
4 n 3

-

4

Once you login to a company, the
Pastel desktop displays. You can resize
the desktop in the same way as any
other screen in Windows.

The work area is where functions
display when you select them. When
you select a function to use, the
system displays the function in its own
window in the work area of the Pastel
desktop. You can move these windows
around within the desktop. If there is

=

Use the Back and Forward buttons to navigate between topics you visit in this session.
The help content shows in the right hand pane.

On the Contents tab, there is a hierarchy of topics in module sequence. The highest-level
topic displays as a book. Click a book to open and close it.

The Index tab lets you enter keywords, and shows topics that contain a key word:

Conterts Index |§Eard|| Favories |
Type in the keyword to find

overview

Bill of Materials Overview

Customer Overview

General Ledger Overview

Inventary Overview

Multi-Currency Overview

Multi-Store Overview

Point of Sale Overvew

Report Writer - Overview @
Serial Number Tracking Overview
Supplier Overdew
Time and Billing Overview
Paper Size Incorrect

Paper Style Assistant

Display

Enter one or more keywords. As you type, the system displays the index entries that match
your typing. Note, as in this example, that indexes have two levels of detail.

Click the most suitable topic, and click the Display button to display the topic you select. The
topic displays in the right-hand pane. To select a different topic, click the Index tab again.
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In the Search tab, you enter a word or phrase:

Type in the keyword to find:

Idiscoum
List Topics |
Select Topic to display:
Customer Cverview -
[Customer Prices [
Customer Setup and Maintenance
Document Headers 5

Display |

7 [E=3ECE|
s = B
Back  Fomward Pt Options

Cortents | index  Search | Favortes | Customer Prices £

In addition to the 10 standard item-
based selling prices, you can have:

= Specific prices per customer per
inventory item.

] A structure based on item
bazed prices per customer
category per inventory group.

You maintain these price mechanisms
in this function.

For details of the systems selling price -

R P —| 3

topic content.

In the Keyword field, enter a word or phrase. To find a topic that has the exact phrase you
enter, enclose the keywords in quotes.

Click the List Topics button and the system shows topics that contain the text you enter.
Click the Display button to show the topic in the content pane.
Use the Options menu if you wish to turn off highlighting of the search word or phrase in the

Use the Favourites tab to store links to topics you access frequently:

=
e o & o

Back Forward  Print Options

=@

gamenm' Index | Search Favorites |
Topics:

Customer Prices

Printing, Emailing, Viewing, Exporting

< [ 3
Bemove | Display
Cumrent topic:

Printing, Emailing, Viewing, Exporting

Add

(TN, Emailing, EJ

Viewing, Exporting

‘When you choose a report via the View
menu, the system displays an options
window in which you can choose how
to run the report. For details about
this, click here.

The first option in any report is the
Print To opton. You use this opton to
specify where to output the report. In
this section, we look at this option.

< . +

contents.

Click Add to add the current topic to the Favorites list.
Once the topic is in the list, you can select it and click the Display button to show its

To remove a topic from the Favorites list, select it and then click the Remove button.
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Manual and Help Have Same Structure

This guide contains overview information only. If you want detailed information on any topic,
consult the on-line help, which has the same table of contents as this guide, although somewhat
expanded.

In addition, you can type in the manual's heading into the on-line help’s Index section to find the
relevant help section.
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New Features

The following new features are implemented in Sage Pastel Partner Version 17:

Favourites option

A Favourites option has been added to the menu bar where you can add your favourite or most
used options in Pastel for easy access. The order of options in the menu can be customised for
ease of access.

New Icons

Out with the old and in with the new. Our icons have undergone a revamp and have been
updated to a more modern style. Not sure which icon represents which function? Hover your
mouse over the icon for a description.

Windows theme integration
The user interface inherits elements such as buttons and colours from the Windows theme.

Forms Assistant

Create professional looking documents and statements without having to open the Forms
Designer. Use the Forms Assistant to enhance the look and feel of your printed or e-mailed
documents and statements. All this in a few easy steps:

. Choose a colour template
o Insert your company logo
. Finalise your selection

User Access Report

The User Access report displays the different menu access, processing options and Sage
Intelligence access that has been allocated to each user. The letter Y next to a field indicates
the user has access.

User Notifications for supervisor

In the past, the supervisor could not turn off specific notifications when processing. Now
notifications can be turned off for all users including the supervisor. You will find this option
under Setup... Users / Passwords...User Access Report.
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Forms designer enhancements

Forms Designer, a more complex method of customising your documents, has the following
new enhancements:

Border Colour and Fill Colour on Boxes

Customise your documents by changing the border colours and the colours of the boxes on
the documents.

Rounded Corners on Boxes

You can change the boxes from square corners to rounded corners to enhance the look of
your documents.

Snap to Grid
Snap your lines and boxes to the grid to ensure that all items are correctly aligned.

Convert all Text and Fields to Individual Font

Change the header and footer fonts on individual forms. This selection will then ignore the
font settings selected in the Pastel Font Setup from the menu bar.

Convert to Greyscale

Convert your document to greyscale to ensure that the document is not printed in colour on a
colour printer.

Colour Replacement Tool
Select a colour and replace the selected colour with a new colour throughout the document.

Select all Same Colour

This option selects all items in the form that are the same colour and you can reformat these
selected items.

Image file automatically stored in company folder
Images are saved in the company folder.

Images are sized according to available space and no longer change their aspect ratio
Images automatically resize when added to a document.

Year End Backup

If a customer runs a year end without creating a new company, then once they reach the end of
the year end assistant, the backup screen will open for the user to backup. If the user clicks on
the Cancel or Close buttons or presses the Esc key, a message will display indicating that
Pastel strongly advises you to make a backup before running the Year End assistant. This event
will be logged on the System Changes Audit Trail under the “Backup” category.
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In Product Communication

From time to time when there is important product information to share, a page will pop up when
Pastel is opened. The page will display this import product information. Your computer will
need to be connected to the internet to get the important information.

Live Chat (South African customers only)

You can click on the Live Chat icon or access Live Chat from the Help menu to contact our
support or client services team for assistance. The Live Chat to support is only available for
customers who have a Business Care License or are on the Advantage package. All other Live
Chat links will be directed to the sales team.

View Open Batches

When viewing open batches, you always selects the open batch under the user and would then
click on the Jump To button to open the specific document. You can now double click on the
open batch item under the user column and you will be taken directly to the document.

This does not apply to Point of Sale.

Online Help

When you press F1 to open the help file, the system will check for an internet connection. If you
have an internet connection and you have a Business Care License or are on the Advantage
package, you will be directed to the online help files. These files are updated on a regular basis
and links to our social media pages are available.

Online E-learning purchases
Browse and purchase an e-learning course within Pastel Accounting.

Point of Sale

Enhancements

1. Pastel Point of Sale mow runs on Microsoft SQL. This is mainly to cater for users that
have large datasets.

2. New functionality allows POS payment types to be split between different General Ledger

Control Accounts or Cashbooks. This allows for reporting on different payment types and
makes it simple to trace or reconcile variances.

3. Entity tab has been added to allow users to enter additional Master File fields when
creating new Customers.
4. On Edit of Documents, it was defaulting to On Hold. If there are no documents on hold, it

will now default to COD.
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5. There is new Search functionality for customer accounts. On the Zoom, activate the find
option and the search fields are:
o Code
. Description
. ID
. Name
. Surname
. Passport
. Delivery Address 1
. Telephone No
o Mobile No
6. If an invalid inventory code is entered, a message is displayed and a user cannot
continue.
7. Enable of disable strong password option.

SMS Messaging

1. Send SMS Messages to customers or enter your own customer number for SMS
notifications. SMS messages can be sent for the following transactions:
. On completion of a Quotation
. Sales Order
o Tax Invoice
o Credit Note
. After a POS user or supervisor completes a Cash Up
. For Money In or Money Out transactions

2. Customers can be instantly informed when a transaction has been posted against their
accounts.

3. Managers or owners can be notified of the daily Cash Sales (Cash up) amount or when
money has been taken from the till.
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Debtors Manager

PonNPE

2

Back up and restore Debtors Manager files. (On the server only).

Refresh Speed has been improved.

Password and permissions has been added to Debtors Manager.

A User Management panel is included to set up User Permissions (e.g. ability to delete
notes).

The Dashboard has been updated.

The following enhancements have been made to payment reminders and emailing:

a. PDF Invoices are now attach to Payment Reminders.

b. PTP Date is included in the payment reminder.

c. User Customisable Subject line.

d. Use predefined fields to auto-populate the following:
. Acc No.
. Customer Name.
o Customer Balance.

e. There is a mass email option to send emails to a customer base, using templates
and optional predefined fields.

New Report:

a. Days overdue based on terms.

Age Analysis grid:

a. Quick PTP visibility on the Age Analysis.

b. Email | SMS visibility on the Age Analysis.

C. Age Analysis has space separators for large numbers e.g. instead of 100000,91,
now displays 100 000,91.
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In this chapter, we see how you navigate through the
system and enter data. We then look at general features
such as using notes and viewing, printing, emailing, and
exporting reports.

—

ol

Starting Sage Pastel
The Sage Pastel Interface
Transaction Entry Overview

Forms Designer

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Starting Sage Pastel

Sage Pastel allows you to maintain as many separate companies, or sets of books, as you
require. Each company is a separate financial entity.

Within each company, you create users. You have to login as a user in order to gain access to a
company and work in the company. You can specify which areas of the system a user can and
cannot process. This allows you to control access to sensitive information.

Getting to work in Sage Pastel therefore involves three activities:
e You have to start the program.

e You have to choose a company.

e You have to login as a user.

To start Sage Pastel, choose the Sage Pastel icon in the Windows Start menu, in the
Sage/Sage Pastel group. You can also use the icon on the desktop.

Once you start Sage Pastel, you need to select a company to work in:

Educational Mo: Sage Pastel [DEMO

Lancel

Manage

Add Compary

[CAPASTELT?ADEMD |

[ Open Last Used Company on Startup

Choose a company in the list by double-clicking it, or click it and then click the Open button.
The Manage button lets you activate and deactivate companies, to allow or prevent them
from displaying in the Open Company list. You use this as well to activate companies
created on another workstation.

Check the Open Last Used check box to bypass this window and open the last used
company automatically.

The installation procedure creates the _DEMO company. This is a sample company, which
contains data. You can use this company to experiment with and learn the system.

The password for the _Demo company is: demo
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The Sage Pastel Interface
The Pastel Desktop

Once you login to a company, the Sage Pastel Desktop displays. The menus and the toolbar
display at the top of the window. The toolbar icons are as follows:

Software Sales ( DEMO) EI

FILE EDIT PROCESS VIEW CHAMGE SETUP UTILITY WINDOW FAVOURITES HELP

s 53338 SYBIE0B HEOTRBF®

Menus give you access to all of Pastel's functions.

You can resize the Pastel Desktop. Functions execute within the desktop, and scrollbars
open when necessary.

Here is a summary of each main menu:

File This deals with companies as a whole. You create, open, and backup
companies via this menu. You also set up printing.

You use this menu to maintain database records such as general ledger,

Edit : i
customer, supplier, and inventory records.

Process You use the process menu to enter transactions into the system.

View You produce reports and perform on-screen enquiries via this menu.
Chanae This menu lets supervisors perform high-end functions such as the financial
9 year-end.
Setu You use this menu to configure the system to conform to your business
P requirements.
- This menu contains various utilities such as the Forms Designer and Microsoft
Utility o .
Office integration tools.
. This window lets you select and arrange windows when you open more than
Window : :
one function at a time.
. Add your most used processing options to the Favourite menu option for easy
Favourites .
and quick access.
Help This menu lets you access product documentation, register your product, and

access the support website.
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Besides the menu system, you can access most Sage Pastel functions using two other
navigation tools. The first is the System Navigator. This shows each program function in
accounting module sequence:

X
aoe
Customers
e0w0
.e @}ﬁ{?
Daily Proceszing
Cuztomer Journals Cuztomer Receipts ‘ [uotation ‘ ‘ Sales Order ‘ Ta [nvoice

Overdue Customers
Interest

Time and Billing Tax
Invaice

Recuring T ax Invoice Credit Mate ‘ Drebit Mote ‘

katch Open Item On Hold Aszistant kare

Choose an accounting area at the top.
Then, in the next set of icons, choose the activity type.
Finally, choose a specific function via the buttons.
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The second navigation tool is the Sage Pastel Explorer:

Options - Befresh
Financial Category  Description £ 1 Blocked Balance R This Year Budget Balance B
Cloze Explarer b
30504000 Expenzes Advertizging & Promot N 0.00 a_
Tazks - 180/000 Expenzes Bad Debts N 0.00 1}
Custamers 2850000 Other Income Bad Debts Recovers N oo 1]

. 32004000 Expenzes Bank Charges N 0.a0 0
Suppliers 300000 Accounts Receivabll Bank Transfer N oo 1]
Irventany 32504000 Expenzes Cleaning N 0.00 1]
General Ledger [90] E250/010 Firzed Assets Computer Equipment| N 0.00 1]

E250/020 Fired Assets Computer Equipment| N 0.00 a
Tao Da List A | |B250/000 Fixed Assets Computer Equipment N 0.00 0
33004000 Expenzes Computer Expenses (N 0.00 a
10107200 Other Income Consulting N 0.00 1]
¥ Motes Dverdue 3350000 Expenses Consulting Fees N 0.00 0«
[ Customer Invoices Due Today To Da List

¥ Overdue Custorner Invoices
¥ Post Dated Batches Due Today

¥ Owerdue Paost Dated Batches - 2 . Descrln frenc: T

¥ Quatations Expiing Today 31/05/12 Customer Invoice | Overdue ABB029 Albott Limited IN100021 F5.333.0

[ Dwerdue Quotations MmNz Customer Invoice | Overdue ALLOO Alliance IM100017 R5.100.0

¥ Sales Orders to Deliver Today 30/06/99 Inventory Mate to be | Overdue HMOPMA001 EPL 17inch SWGEA M| Old Stock

¥ Overdug Sales Orders 27IEN2 Quotation Expiring | Overdue Sk1001 Smith Mr John QU1 00001 R3.420.0
270612 Sales Order to Delive| Overdue BOMOO1 Bond br James 107100001 F10.630.5

¥ Purchazs Orders Arriving Today

[# Overdue Puchase Drders 22/05/33 Custo!'ner Mote to be | Overdue EOMO0M Bond Mr James . Guotation
[ Supplist Ievoices o be Paid T oday 16/04/99 Supp\!er Notg to be £| Overdue CORO01 Complet.e.CDmputar ¢|Faulty Goods

N 031211 Supplier Invoice to P| Overdue HaR00m Hard Driving Cormput| PN 100003 R476.748.0
[V Dverdue Supplier Invoices 03/06A12 Supplier Invoice ta P| Dverdus HARODY Hard Driving Comput| PN100004 F2,350.0
Hide To Do List 03/03/99 Inventory Mote to be | Overdue ACCALOC Accounting Software | Mumber of users
Apply Selection and Refresh To Do List | 01/03/93 Custamer Mate to be | Overdus COrOm Compucable Fareign Currency

You can sort by any column, move columns around, and resize columns. You can also filter
records.

Right click a record and a popup menu displays, from where you can choose processing and
maintenance functions, For example, you can invoice a customer.

The To Do list shows items that are due or overdue. You choose which items to display in
the pane on the left side.

You can switch between these two navigation tools at any time. You can also set per user
whether the navigation tool should load automatically when there are no program functions
running.
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Multiple Windows and Multi-User

Sage Pastel lets you open multiple program functions at once. Each program function has its
own window within the Sage Pastel desktop. This can be very useful. For example, you can
leave enquiry and report windows open and rerun them at any stage:

Software Sales (_DEMO) EIE

FILE EDIT PROCESS WIEW CHANGE SETUP UTILITY | WINDOW | FAVOURITES HELP

g BHoDHHEA § = B QEOTRBFO®

1 Edit General Ledger Accounts

2 Edit Sales Analysis Codes

Edit General Ledger Accounts ¥ 3 Process Joumnals j@
B BB A WOOO ®

L
Mai Edit Sales Analysis Codes \EI = @ e
o @ o [
w@ll HE At ©OOO® ®
A .
Process Journals
Cof | 4l
D | Entry Type [05 - General Journal '” Batch Type |Mormal batch entry -
e 4
Mo ¢
Per Date Account Reference Description Debit Credit
P 1 =| 310317 00000000
R {@
— R
Ex Fi
’V Fi
-Tal 2
< T +

Multiple windows exist within the desktop. If you minimise the main window, all windows
minimise. Use the Window menu to select an open function or arrange the windows on the
desktop. In the screen, we have three overlapping functions open at the same time.
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There are, however, some restrictions as regards multiple window usage. These restrictions
ensure the integrity of your data. The system has a few modes it uses to ensure data integrity:

Sole Access
Mode

All setup functions and some edit and processing functions work in Sole
Access mode. If you open a window that requires Sole Access mode, no
other user can work in the company at the same time. You also cannot
have other program functions open on your Sage Pastel desktop.

Update Mode

When you edit a master file record, or the system updates master file
information while processing, the system enters Update mode. This locks
the particular record you are updating. During this time, no one else can
edit that master file record. If another user attempts to open the record,
they will receive a message that another user is locking the record. You
should therefore not leave master file edit screens open on your system.

Stop Update
Mode

Some operations, mainly financial reports, prevent any updates from
occurring. For example, while you print a trial balance the system cannot
allow another user to update batches. If the system allows an update to
proceed, the trial balance can print incorrectly. The system issues a
message to the user attempting to update, and the user has to wait for the
report to complete.

Note that the system displays some of these modes in the window header. This reminds you
that you may be preventing other users from doing their work or even accessing the company.

Besides these modes, the system controls multi-user access automatically. If, for example, you
attempt to edit a customer record while another user is editing it, the system issues a message
and prevents you from doing so.
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Maintaining Data Records

Every time you work in a Sage Pastel company, you create, modify, or delete a record in the
database. The database contains many types of records, such as customer, supplier, and
inventory records. Each transaction is a record, and so is each user's profile.

You maintain these records using standard techniques in Sage Pastel. Once you know how to
create, edit, and delete one type of record, you can do the same for all records.

Some master records are relatively small, and you maintain them by simply adding entries to a
table.

Here we look at how you maintain larger master files such as customer accounts and inventory
items. Maintenance screens usually consist of three areas:

Edit General Ledger Accounts o] @ ==l
©) QL MH WOO ®

b ain Account Mumber 1000

Sub Account Mumber uju] Blocked [
Account Description Sales
Control Account ||nVEnlDl_l,J Group Control or Receipt Analpsiz Code Control Account
Dretailz I Balarces i Motes
Per | This Year Movernent)  This Year Balance| Lastvear Movement| LastYear Balance|
1 R-3.000.00 F-3.000.00
2 R-3.000.00 R-350.00 R-350.00
3 Fi-3.000.00 R-17.476.72 R-17.826.72| _
4 F-3,000.00 R-17.826.72)
5 R-3.000.00 R-17.826.72
5 R-3.000.00 R-17.826.72
7 R-3.000.00 R-1.254.00 R-19.080.72(
3 R-3.000.00 R-18.080.72
g R-3.000.00 R-19.080.72
10 R-3.000.00 R-19.,080.72
11| R-3.000.00 R-19.080.72 —
4| m 2

The toolbar displays on top. The on-line help contains detailed procedures for using the
toolbar.

The top frame is for the code and name or description of the record.

The tabs contain detailed fields that belong to the record. Many master records may have
either or both of the following standard tabs, which we describe in detail elsewhere:

* The Notes tab lets you create notes that link to the record.
* The Picture tab lets you associate images with records.

You can drill down from some balances to see the transactions that make up the balance
value.
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Zoom and Add Facility

Once you create master file records, you need to access them in processing screens. The
Zoom facility is a function that lets you select, enquire on, and edit, master file records. You use
it to quickly search for records, perform record enquiries, edit existing records, and create new
records.

What makes the Zoom facility so useful is that you can access it whenever you can enter a code
for that master record. You do not have to close the function in which you are working, and you
do not have to access a menu option. You invoke the Zoom facility within the data entry field
itself:

Account Reference
L] JNLOOZ34

You can enter the account number directly, or you can invoke the Zoom facility. You do so by
clicking the icon to the right of the field, or by pressing <F5>. The Zoom window for that master
file record then displays:

e

General Ledger Zoom...Done @
| <F5> = Enauiy | | <Fe> =add | | <F7> = Modiy | | Find | [<Enters = Selec]
Zoom Sequence
(3 pccount () Description O Ext Ref. Zoom Fram I:I
Account Dezcrption Financial Category |External Reference =
10004000 Sales Sales
12004000 Conzulting Other Income —
13004000 Online Support Other Income
1400000 Telephonic Support Other Income
2000000 Cost of Sales # Purchases Cost of Sales
2100000 |nventony Adjustment Cost of Sales
2150000 Inventory Count Wariance Cost of Sales
22004000 Purchaze Variance Cost of Sales
24004000 Recovery Account Cost of Sales
2400010 Labour Cozt Manufac Wariance Cozt of Sales
2400,/020 Direct Cost Manufac Wariance Cozt of Sales
2400,030 Other Cost Manufac W ariance Cozt of Sales
2700000 Digcount Recerved for Cash Other Income
27R0,/000 Interest Received Other Income
2800000 Pft/Lozz on Sale of Mon Curent Assets Other Income -

The Enquiry button shows more details about the selected record.

You can modify the record, or add new records.

Click the Find button to perform a text search.

In the Zoom Sequence frame, you can change the sort sequence and the starting position.

The records display in the table. You can use standard navigation keys to scroll through the
list. To select an item, double-click it or click it and press <Enter>.
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A quicker way to add a new record is to use the Add facility from the data entry field. To invoke
the Add facility, press <F6> or right click the icon. This invokes the maintenance function for that
record, and starts the function in new mode.

Note that most of these facilities are under password control. You specify per user what access
permissions the user has (we look at users later). The system issues an appropriate message
when the user attempts to use facilities for which they do not have access rights.
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Data Entry

Data entry is for the most part standard. You can enter fields, copy and paste text, and so on,
using standard Windows methods.

We have just seen how to find and maintain records via database entry fields using the Zoom
and Add facilities. These save a lot of time.

You can set your own date and numeric formats per company, which you can change at any

time. You enter dates as follows:

Date

0140347 -

R March 2017 v

& 272w 1 2 03 4
5 6 Y & 3 10 M
12 13 14 15 16 17 148
19 20 21 22 23 24 25
26 27 28 23 30 3N 1
2 3 4 B B 7 8
<3 Today: 2016409412

You can enter the date directly. You do not enter the separator.
Click the arrow to the right of the date to open the date navigator, as above. Click a date to
use it.

You enter most processing information into tables. You can control the order and size of the

fields in the table. For the most frequently used processing screens, the system remembers the
settings per user and per data entry screen:
Reference Credit

13876
13876

Account

1000000
12004000

Date

17/04/14
17/04/14

Per

04 -
04 -

Adjustment R100.00

Adjuztment

1

2

Description Debit
R100.00

You can drag column headers to move them around. You can drag a column's right border
to resize it. The on-line help has detailed instructions.
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Note Facility

The Note facility lets you create multiple note records that you attach to master file records.
Notes appear in the Notes tab of the maintenance function:

Cortacts | Processing | Terms | UserDefined | Balances | Mates
Status Entry Date | Action Date | Subject Linked File
Closed 03/04/99 | 09/04/99 | Outstanding Payment
Clozed 12/04/99 | 12/04/99 | Payment received

The Note facility has a variety of uses. For example:

e You can attach a note to a record as a reminder. Each note displays on the Notes tab when
you maintain master file records. In a processing screen, when you access a record with a
note, the system displays an icon to show there are notes for the record.

e You can write mail-merge letters for customers and suppliers. The system has special
codes you enter in the letter to represent customer or supplier information. When you print
the letters, the system substitutes the individual account information in the code fields. For
customers, you can range on ageing and thereby produce aged letters.

e You can link a note to an external document such as a word processor, spreadsheet, or
graphic. When you open the note, the system loads the word processing, spreadsheet, or
graphics program, and opens the linked file you specified in the note.

e If you create custom financial reports in the general ledger report writer, you can choose to
attach notes. When the reports print, the notes print as well.

e You can create miscellaneous notes that you do not attach to any record. You can use
these for to do lists, reminders, or scratch pads.

e You can specify entry and action dates on notes, and you can specify whether the note is
open or closed. You can then report on overdue notes.
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The note maintenance screen looks like this:
Note Facility (=] = [=]

©® Qo WOO® ®

Cade IABB 029
D ezcription Albott Limited

Link ko File? [

Subject
Entry Date 12/0916 j
Action Date A j

| Frint Nate |

?
9
9
v
2
J
J
2
2
rl
>
3
>
)
>
)
>
]
b
3
3

| Copy ta Clipboard |

| P aste from Clipboard |

In the Note Category field, you can choose different categories of notes. Use the Link to File
check box to link a note to an external file such as a spreadsheet or a word processing
document. You enter note text in the notepad areas on the right.
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Assistants

The system contains many Assistants that guide you through simple and complex processes.

An Assistant is a set of screens in which you can make choices, choose operations, and enter
data. Assistants display detailed help information on each screen.

At the bottom of the Assistant window, the system displays buttons that help you navigate and

process:

Year End Backup

At the end of the financial year, you need ta run the year end procedure to
mave inta the new financial year.

Pastel processes the year end procedure automatically. However, you need to
make some preparations befare you invoke the year end procedure. This
Aggigtant guides you through the preparation procedures, and then runs the year
end itself.

It iz imperative that you make a backup of the company prior to running the pear
end. You should keep this backup farever.

Wwie suggest that you make at least bwo sets of backups, and store one set in a
physical location different from the computer.

Tomake a backup now, click the Backup button,

Click the Mest button to continue with the Sssistant.

[ Backue |[  New ||

You can navigate back and forth between these screens. Once you are satisfied with your
choices, you confirm them, and the system initiates the process.
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Report Printing

The Sage Pastel reporting function allows you to produce a suite of reports for each module you

use. The report printing function has some powerful and sophisticated features:
e You can print reports, display them on the screen, or email them.

e You have a number of report filters and choices on each report.

e You can export any report into standard document formats such as word processing,
spreadsheet, PDF, and text formats.

e The system contains standard layout choices for invoices, statements, and other forms,
which you can customise.

e You can direct specific reports to specific particular printers on the network.

You access most reports and screen enquiries via the View menu. In this section, we look at
general printing options. We outline each report in each module's documentation.
Printer / Fonts Setup

You can specify printers and fonts for different types of printing, per user. You do this via the
Printer / Fonts Setup menu option:

Printer / Fonts Setup @

Custarners | Suppliers | Irwentbary i Other

Feports | Cheques

Select Printer
Printer |Snag|t E | | Set Printer I
Select Font

Main Font [Aial 8 | | Set Main Fartt I
Title Font |Arial a | | Set Title Font I

Print Options

(@ Partrait (Momal) (O Landscape (Sideways)

[ Get Paper Size Directly From Printer
] Use Bold for Break Level Headings
Frint in Colour from Preview

[ Copy to All Uzers ] [ Copy to All Tabs ]

Use the tabs to have different settings for each type of report.
Use the Set Main Font and Set Title Font buttons to set different heading and body fonts.
Use the Paper Style Assistant to set paper styles for invoices and statements.

Use the Copy buttons at the bottom to copy settings from one tab to all other tabs and all
other users.
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Printing Reports

Reports all have report options. These let you specify the output format, as well as ranges and
other settings. The system remembers the report settings per user and per setting:

GL Detailed Ledger

Prirt To

Use Extemnal Reference
Account Start

Account End

Sub Account Start

Sub Account End

Thiz Year

Period Start

Period End

Each Period Separate

Main and Sub Account Hames
Use Foreign Currency

Mew Page per Account/ltem/Type
Blocked / Unblocked

Og!

o001 Cancel
9399 l Help
ooa
EE

[01-01/03/14 - 3170314 Maich =
[12-01/02/15 - 28/02/15 February  w|
L]
O
O
O

|Both |

In the above screen, we show the settings in the Print To option. You can view reports on
screen, print them on the printer, send them into Microsoft Word and Microsoft Excel, email the
reports, and export them into different formats. You can do this with every report.
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When you view a report on-screen, you have many options:

GL Detailed Ledger Page 1 of 1 - Complete =] @ =

Software Sales

GL Detailed Ledger 01/03/14 to 28/02M15

m

Date Entry Type Reference  Contra  Description Debit Credit Cumulative
CEC.
(If Avail)

5200/000 : Retained Income / (Accumulated Loss)

Opening Balance as at 01/03/M14 R230 511.67
Closing Balance as at 28/02M15 R230 51187

7700/000 : Inventory Control Account

Opening Balance as at 01/03/14 R611 858.95
Cloging Balance as at 28/0215 R611 858.95

8000/000 : Customer Control Account

Closing Balance as at 28/02M5 R22 C47.48

81004000 : POS Cash Control

Opening Balance as at 01/03/14 RS 740.00
Closing Balan ce as at 28/02/15 RS 740.00

8400/000 : National Bank
] 1. 3

[ Stop “ Frint ][ E-tail ][ Fierun ][ Full Page ][ Screen Width ]I@IE]E] [ < I [ ] [ Close ]

e You can print and/or email the report directly from here.

e Certain reports allow you to drill down into a more detailed report that shows the
composition of a balance.

e You can rerun the report. This closes the report window and lets you select different options
and then run the report again.

e You can adjust the width of characters that display. This does not affect the report you print.
e You can scroll through the report pages.

e You can minimise the report and continue working in the system. If necessary, you can
rerun the report to bring it up to date with work you have done.
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Transaction Entry Overview

Once you set up your company and create master file records, you are ready to enter balances
into these records. You do this by means of transactions. Each time you enter a transaction you
enter the period, date, description, reference, and amount. The system keeps this information in
a transaction file for up to two financial years.

You can group similar transactions together. For example, you can group customer sales,
general ledger journals, receipts, inventory journals, and so on. The advantage of this is that
you can report on these transactions by means of the grouping, and see, for example, all your
sales for a date or period range.

We call these groupings entry types. If you use the Setup Assistant to create a company, the
system creates default entry types for you. You can modify these entry types and/or create
additional ones at any time.

You specify, for each entry type, what type of accounts (general ledger, customer, and supplier)
you can process using the entry type. For a sales entry type, for example, you would allow only
customer accounts.

Most transaction entry works on a batch basis. You enter transactions into temporary files called
batch files. These exist per function and per user, and you can build batches up over time. Once
a batch is complete, and you check it, you then update or post the batch to the ledger. Once this
occurs, you cannot change the transaction. If there is an error, you have to post an adjusting
entry.

You enter transactions in various different places in the system. There are only a few
processing screens:

e Inthe Journals function, you enter opening balances and transactions for general ledger,
customer, and supplier accounts.

e Inthe Cash Books function, you enter payments and receipts.

e Inthe Inventory Journals function, you adjust cost and quantity values for inventory items. If
you use the Multi-Store add-on module, you can also process transfers between stores via
this function.

e Inthe Customer Documents and Supplier Documents functions, you enter inventory-based
transactions, such as invoices, for customers and suppliers.

e If you use the Time and Billing add-on module, you enter timesheets in the Enter
Timesheets function.

e If you use the Receipting add-on module, you enter receipts in the Receipting function.

Once you know how to use these few screens, you can enter almost all the data you need into
the system.
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Forms Designer

The Forms Designer lets you customise various documents that you print. Customisation of
documents is an optional process - you do not have to customize any standard documents in
order to use them.

You can customise forms such as customer and supplier invoices, quotes, orders, and returns,
statements remittances / cheques, and customer, supplier, and inventory labels.

The system's standard layouts are themselves created using the Forms Designer. This means
you can use them as a basis for the forms you need. Your customisation could be as simple as
adding in some text or a logo, to as complex as changing the layout, changing fonts per field,
adding new database fields, drawing boxes and lines, and so on.

You access the Forms Designer via the Utilities...Forms Designer menu option:

= Pastel Forms Designer - [Pastel Forms Designer - Invoice] EI@
File Edit View Insert Format Window Help

h-=EER B | EE| i
| | | | [ Aa abl B ~ O

e 3o cd o s E5 0 08 0 T 0 5 0| Total Invoice Amount (Home Currency) -

LN | Total Invoice Amount (Home Currency] * 1000

Z Customer Address 3)C00CCCCCOCC I Total Invaice Amount [Home Currency] * Cyprus Fixed |

. Customer Address 4 }O0O0O00000 Tatal Ihvoice Amount [Home Currency] /1000

_? Customer Address 5 X000 Total Invoice Amount [Home Currency] / Cyprus Fised

Z AU R I R PR I . Total Ivoice Amournt Displaped In Home Currency
S T T T ] || Total Quantity On Sales Order
S e o s o T g Total Sales Oty

S R i VR Total Tax Amount

9 [ Amount | YourRef | Total weight

- Total of Gty Column

* Account " Order Number 3 Uzer Mame
e T I Userdefined Date Field 1

Uszerdefined D ate Field 2

al_ Userdefined Date Field 3

J Dretail Uszerdefined Mumeric [nventory Lines 1 Total

Userdefined Mumeric Inventary Lines 2 Total

Uszerdefined Mumeric [nventary Lines 3 Total

Userdefined Period

T T T T T T o T Userdefined Test Field 1

oo | Userdefined Test Field 2

s | [Userdefined Test Field 3

‘= v = f, ce

B T r Al om i

‘Code .. | ... |. . Description

Line tem Code . Ling tem Description

|

C:\Pastell 2\Custom\Farms'csdocpdfcr.eng

You can use icons and menu options to align fields in various ways.
You can add database fields, many of which are not on the standard forms.
You drag and drop fields, change their sizes, and set properties such as the font.
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Some uses of the Forms Designer are:

For customer and supplier invoices and statements, you can expand the default number of
forms and create custom forms for specific documents. For example, you can create picking
slips that look nothing like the standard invoices.

You can add graphics to forms. This lets you print your company logo on invoices and
statements.

You can change the layout to fit it onto any pre-printed stationery you may have.
You can print barcodes on inventory labels.

If you use Foreign Currency you can include a field indicating the local currency value.
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Forms Assistant

The Forms Assistant lets you modify your standard documents to a pre-loaded document. With
the Forms Assistant you can change the colour of the standard document layout to a variety of
pre-loaded colour documents. You can also add your company to the new document from
within the assistant.

You access the Forms Assistant via the Utilities...Forms Assistant menu option:

Select Emailed Document Template

Select one of the new templates for emailed documents.

Current Document Layout Mew Document Layout

=







Chapter 3 — Working with Companies

In this chapter, we look at how you maintain and work with
companies. We also look at company setup and some
company-wide processing options.

Creating Companies

Backing Up Company Data
Ensuring Data Integrity

Company Parameters

User Groups, Users and Passwords

Microsoft Office Integration

A A

The Control Centre

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Creating Companies

Sage Pastel allows you to maintain as many separate companies, or sets of books, as you
require. Each company is a separate financial entity.

When you install Sage Pastel, the system creates a demonstration company for you called
_DEMO. You use this company to learn how the system works. You cannot use this company
for actual live work.

You can create a new company in three ways:

e To create an actual company to work in, use the Setup Assistant. The Setup Assistant takes
you through a series of screens and creates a company that contains a general ledger chart
of accounts. The Setup Assistant also sets up all required parameters. In addition, your
distributor in your country may have pre-set tax and other country-specific information.

Once the Setup Assistant creates a company, you can work in it immediately.

e You can create a new company as a copy of another, existing company. This is useful if, for
example, you are creating a new branch that is similar to an existing company. You can
also use this function to make a copy of an existing company for archival purposes.

e You can create a new, empty company and set up all your parameters, periods, entry types,
chart of accounts, and so on, yourself.

To create companies, select the File...New menu option:

MNew Company

|NEwCOY Cancel
tethod

-
Mew Company Mame

[Z] Custom (@ Use Setup Asgistant
(2 Copy Another Company
() Start New Company

|Create HEWCOY Uszing the Setup Assistant

In the left frame, specify where to create the company. Each company has its own folder.
For multi-user versions, ensure the folder is accessible to all relevant users.

In the New Company Name field, enter a unique 8-character name.
In the Method frame, choose how to create the company.

When you create a company, the system activates it on the workstation on which you create the
company. Other workstations that use the new company need to activate the company on their
workstation. You accomplish this on the workstation by clicking the Manage button in the Open
Company window. Until you do this, the new company does not appear in the company list in
the Open Company window.



Chapter 3 — Working with Companies Backing Up Company Data ¢ 55

Backing Up Company Data

Making security copies of your data is essential. The database is stored on your hard disk, and
the hard disk is subject to hardware failure, physical damage from natural events, and theft. The
information you store in your database is worth thousands of times as much as the physical
hardware. Your business may fail if you lose this data. Therefore, you are obliged to make
regular copies of your company information.

Note You must put backups on removable media such as CDs or tape drives. A backup on the
same physical computer as the data is inadequate. You should also keep some of these copies
in a separate geographical location to ensure their safety.

There are single user, multi-user, and client/server versions. We provide a backup tool for
smaller companies to use. If your data is large, you should look at third party alternatives for
reliable backups. For example, if you backup onto a tape drive, the tape drive manufacturer
usually provides you with the appropriate software to make your backups. The software usually
contains some form of scheduling, so that the system can perform the backups at night or after
normal working hours.

You should spend some time ensuring that your backup routines are in place, that they are in

fact carried out, and that the data you are backing up can be restored should the need arise.

You should check the latter point regularly.

We recommend the following backup regime:

e Daily backups made onto separate backup devices, one for each day of the week. In other
words, do not overwrite yesterday’s backup with today’s backup. Using the daily strategy,
you can go back 5 working days if you need to.

e Additional backups made at the end of every week, again on separate devices. This lets
you go back a few weeks if you need to.

e An additional backup made at the end of each month, which you keep for at least a financial
year.

e An additional backup made at the end of the financial year, which you keep forever.
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All backups will have a date stamp and version stamp in brackets for version control.

e

Mame Date modified Type Size
. _Demo 2016/09/12 02:55 ...  Filefolder
. Custom 2016/09/08 12:35...  Filefolder
||E| _DEMO(20160906_1358_FY2017 V17.01).zip 2016/09/0601:58 ...  zip Archive 1,530 KB

To backup via Sage Pastel, choose the File...Backup menu option:

File Backup

~Wernfy Method—— - Where to Backup to

@1 ng
() Enzure Files Readable

Frocess

Cancel

Mew Folder

Hell |

rlmages———
E (23 Custom
Backup Images

Did you krnow that Pastel lronbree provides 100% secure online backups, a simple
regiztration process, simple installation, affordable pricing and secure hosting™? For
mare information go to

www. pastelirontree. co.2a.

In the Verify Method frame, you can perform a check to ensure the files are readable prior to
backing them up.
You choose where to backup the data.
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Sage Pastel IronTree Backup

Note the message about Sage Pastel IronTree in the above screen. This is an online backup
service, into which you upload your data. This provides you with safe, secure, and off-site
backups. You can use this service instead of, or in conjunction with, the standard backup
facility. Use the File...Sage Pastel IronTree Online Backups menu to access and use Sage
Pastel IronTree.

Please note that Sage Pastel IronTree is a pay-as-you-use service, which requires monthly
payments.

Data is what keeps every business alive. Every day your business creates new data, this is in
the form of transactions, documents, and spreadsheets. This data is your business's lifeblood,
ensuring that bills are paid, money is collected, contracts are valid, and information is available
for essential decision-making.

At Sage Pastel IronTree, our mission is to ensure that your business can continue to function
after your data has been lost, whatever the reason for the loss - natural disaster, theft, or a
computer failure:

e Sage Pastel IronTree provides you with the ability to do an offsite backup of ALL your
critical data in a 100% secure manner automatically.

e Sage Pastel IronTree provides 100% secure online backup, a simple registration process,
simple installation, affordable pricing, and secure hosting.

e Sage Pastel IronTree's infrastructure is replicated and mirrored so all data is stored in
multiple locations. Thus, the chances of losing your backup are virtually nonexistent!

e Sage Pastel IronTree's backup technology has been in use internationally for years. Sage
Pastel IronTree uses a 448 bit encryption model, which is 3 times as secure as regular
Internet banking. Without your encryption key, no one can decrypt your data once you
backup!

e The Sage Pastel IronTree solution can back up ANY DATA that you choose at any time,
with the use of additional plug-ins. You can vary the data selection by adding or deleting
files or folders AT ANY TIME.

You can configure Sage Pastel IronTree to notify you automatically whether a backup was
successful or not.

We recommend that you have an ADSL, Diginet, or Wireless connection. After the initial
backup, the daily data backups transmit only data changes for the day (incremental backups),
thus the bandwidth required is minimal. While our solution will work over a dial-up connection,
we do not recommend it due to the potential for the line to fail to disconnect properly once the
backup is complete.

Sage Pastel IronTree operates in South Africa only.
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Ensuring Data Integrity

An accounting system is a large and complex database system. Outside events such as power
interruptions, hardware failure, or disk full conditions can affect the integrity of your data.

The system contains a number of data security features. You use these after a power
interruption or hardware failure to ensure the data integrity of your files. You should also check
your data integrity periodically.

Backing up your data is a most important requisite to running your accounting system. Without
backups, you can lose all your data due to unexpected outside events such as power
interruptions, hardware failure, theft, fire, and so on.

Sage Pastel's next level of data protection is the Data Integrity function that analyses your data
thoroughly, finds balance inconsistencies, and then corrects them. You access this function via
the File...Data Integrity menu option. This function runs as an Assistant that guides you through
the process.

Sometimes, however, a file can so badly damaged that the Data Integrity function cannot work
correctly. In fact, it may not even be able to access one or more files. If this happens, and you
do not have a recent backup of the file, you can consider using the File Rebuild Utility. You
would need assistance from support personnel to use this function effectively.
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Company Parameters

In this function, you set company parameters, data entry formats, multi-currency options, and
time and billing rules. To access this function, select the Setup...Company Parameters menu
option:

Setup Company Parameters - Sole Access Mode @

Company I Settings I Farmats I Multi-Currency I Time and Billing I Faxing ok

~ Company D etail

Name Contact Mame
|Softwale Sales | | | ance

Trading Mame Contact Surname

Address Email

PO Box 667 | |

Horeydew Telephone 1

2040 | |
Telephone 2

Infarmation obile Phone

Tel 02 7940222 | |

Fax: 02 7840200 VAT Registration Number

Email: infoi@softzales. com |

Wwiebszite: wiww. pastel.com Regizstration Murnber

Taw Mo 97/278452/11.01 | P |

Tax Reference Mumber

The company information you enter here appears on invoices and statements.

You can use global numbering for documents such as invoices. If you do, set the next
numbers here. The alternative is to set numbers per user, and/or to allow users to enter their
own document numbers.

This guide contains overview information only. If you want detailed
3 information on any topic, consult the on-line help, which has the same
table of contents as this guide, although somewhat expanded. In addition,
you can type in the manual's heading into the on-line help’s Index section
to find the relevant help section.
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In the formats tab, you choose how to enter, and how to format,

Cormpary | Settings | Muli-Cuency | Time and Biling | Faxing
General Ledger Amount Format
: 1000 | Decimal | Currency
Full Stop az Decimal Separatar Sperels|| Disls || Gl Sample Murmber
Comma az Decimal Separatar 3 2 R R1.000.00
Date Entry Format
Sequence Separator ‘Y'ear Sample Date
@ oMy Separatar @ Short Fomnat [/} 31/12/0
O MDY (O Long Format [7'Y'Y)
O vMD

Aae Balance Forward Journal Credits

(2 From Oldest Down (3 In The Period They "were Processed In

Default Email File Farmat

(O Use HTML (3 se POF

[ Stare Electonic Documents

Location: |

Dizplay Drilldoven Text in Blue

amounts and dates:

Specify how to enter and display numbers and dates.

To utilise the faxing function, you need to sign up to receive a unique Username and Password.

The Faxing function is only available for users in South Africa.

Company | Settings | Formats | Multi-Curency | Time and Biling | Faxing
Faxing
|Jgername |U 2EIname |
PaSSWU[d HRRHHERHH |

Impartant Information on Pastel Fazing:
Paztel Faxing iz a pay per fas service including a minimurn monthly fee.

Once you have registered for outgoing faxes, a Fax option will be available on the Frint To lizt when printing
or viewing any Pastel reports, documents and statements.

Each time a fax is sent out of Pastel, a fax transmission report will be sent to the email address that you
entered when registering for faxing. An option to zend the notifications to an alternative email address is
alzo available on the Pastel Fax website. Sent fares and notifications are also available to view on the
Pastel Fax website,

vy pastelfax co.za
A cover sheet will be included with all faxes that pou zend. Information included on the fax cover sheet iz

the recipient's name and fax number, your company name and fax number, as well as the body text entered
when zending the fax.
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User Groups, Users and Passwords

Access security is a vital aspect of your business processing. You need to ensure that you allow
access to your system only by persons you authorise. You should also restrict which areas of
the system each user can access. There are two functions for this purpose:

e User groups allow you to assign access security on a group basis. The system creates

standard user groups, some of which you can modify. You can also create your own users
groups.

e You then create individual users. These users each have their own unique password. You
can link a user to a user group, in which case they follow that user group’s access security
rules. Alternatively, you can set up specific security rules per user. When you do this, you
can copy the settings from an existing user group or user, and then modify the settings.
Note that adjusting a user’s specific settings breaks the link between the user and a user

group.
User Groups

You maintain user groups in the Setup...Users...User Groups menu option:
(==

r Graup: i Full Accaunting Optiary

Group | Diescription =) Copy from Group ISupervisor ;I

1 Supervizor
2 iew Only [ Delete Full &ccounting

Full Accounting [ I
Update Batches
Ho Update of Balches [ Menu Access for Ful Accounting ]

BIC &ccess for Full Accounting

Process Options for Full Accounting

13 Proceszing Store:

15 Default Store WHE

Store Access for Full Accourting ]

You can create your own user groups and/or modify some of the existing groups.
You can choose per menu item whether users linked to this group can access that menu.
You can set processing options such as whether users can change selling prices.

If you use the Multi-Store add-on module, you can set a default store and choose which
store(s) users can access.
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The standard user groups are as follows:

A supervisor user has full access to every function in the system. There
Supervisor must be at least one supervisor user in every company. You cannot modify
this user group.
A view only user cannot modify any data in a company. They can view
View Only reports and enquiries, but they cannot add, edit, or delete any information.
You cannot modify this user group.
Full Users with this level can perform all the accounting functions in the system,
. all the way up to a year end. However, full accounting users cannot access
Accounting ]
the setup menus, create new companies, and so on.
Update These users can enter transactions and updates batches. They do not have
Batches access to higher accounting functions.
No Update of | These users can enter transactions into batches, but they cannot update
Batches (post) these batches.
Users

You maintain individual users in the Setup...Users...Users / Passwords menu option:

e

Setup Users / Passwords - Sole Access Mode

QHE WOO® ®

)

== =]

- Usgers Options
llzer Code |DU -User | Copy from Group Mot Avvailable
User Nams User 0 Copy from | ser MHat Available
Email Address
Passmord P Int Rep Access for Uzer 0
Canfirmn Passward seen Menu dccess for User 0
Ugzer Group Supervizor VI Procesz Optiong for Uzer 0
Jurnp ta User Access far User 0 [ Uszer Motifications for User O
[ &uta lrwoke
(3 Navigator

(2 Explorer Auto Refresh Explarer
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In the User Group field, you link users to a user group. If you do so, the user group
determines the user’s security access.

You can copy settings from a user group or a user, and then modify these settings.

In the Auto Invoke frame, you choose whether to use the System Navigator or the Explorer,
and whether the system should invoke it when no functions are open.

Passwords

All users in Pastel require a password to log into a company. There is an option to force strong
passwords or not to force strong passwords.

If you select the option to Force Strong Password, all passwords then need to have the
following characteristics:

Minimum of 8 characters.
Must be upper and lower case.
Must contain at least 1 number.
Must contain at least 1 special character.
With passwords you can:
e Limit access to authorised persons only.
e Limit each user to specific functions.

¢ Allow simultaneous access to the company by more than one person, if you have a
multi-user license.
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Microsoft Office Integration

You can integrate the system with Microsoft Office in a number of ways. You access these
functions via the Utility menu:

MS Outlook - Export

This lets you export email addresses from the system into
Microsoft Outlook.

MS Word - Mail Merge

This lets you create mail merge files from your company
data.

MS Excel - Data Analysis

This exports information you specify directly into Microsoft
Excel.

MS Word - Create and
Manage Letters and Labels

This lets you write letters and/or design labels that you can
print on a mail merge basis from Microsoft Word.

If you are using Microsoft Office XP, you must use SP3 or later in order for these functions to

work correctly.

Here is an example of creating a mail merge letter in Microsoft Word, using the Sage Pastel
database fields as Word merge fields:

WEH9-G=

Letter.DOC - Microsoft Word

= B
Home Insert Page Layout References Mailings Review View Add-Ins & e
i - = E P T
= Start Mail Merge =) Lﬁ Address Block L——? @n u =
Select Recipients = g Greeting Line Ea il
Create Highlight Preview | Finish &
- ﬂEdit Recipient List | perge Fields G Insert Merge Field - Ei] Results 7| Merge ~
Start Mail Merge Write & Insert Fields Finish
m-i‘--|-~zo---|‘--4a‘--|-~e.o---|‘--so--‘n-‘-u)cy-- RN RN o
t T T T T T T T T T T T
8
: Insert Merge Field =B g
B Insert:
|| () Address Fields (@ Database Fields
| wAccount_No» Fields:
- -
o| ehamex e
2 Address_line_1
= Address_line_2
- Address_line_3 =
z Address_line_4
Address_line_5
N Contact_Name
g Credit_Limit
- Fax_No
- Telephone_No
Dos_Date
N Aged_120
2| Aged_90
N Aged_60 =2
- MatchFieids... | [ Inseit | [ Cancel | 3
N Ed
=
E 2]
s ®
4 [ [ ] »
Pageilofl | Wordsi2 | & English (UK) | Hes==s o UG .

The merge fields are Pastel database fields. They save as placeholders in the Word file, and
you then merge the letter to produce custom letters per account.
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The Control Centre

The Control Centre is a utility that runs separate from the main application. It is a management
system, and it shows you real-time values. You can specify a time interval in which the Control
centre refreshes the values. The Control Centre is a read-only function that never writes to or
adjusts the company data in any way. It is separate from the main application to make it easier
and safer for managers to use.

The Control Centre works by allowing you to create monitors. Each monitor keeps track of one
specific item of information. You can monitor the following:

This monitors items that can become due or overdue, such as

To Do List . o

quotations, invoices, and notes.
Financial Category This monitors a total of a financial category such as Bank,
Balance Accounts Receivables, and so on.
Financial Category This monitors a daily movement of a financial category such as
Movement Bank.

General Ledger Account

This monitors a specific general ledger account balance.
Balance

General Ledger Account This monitors a general ledger account's daily movement.

Movement

Customer Balance This monitors a specific customer's balance.

Inventory Quantity This monitors the current quantity on hand for a specific
Balance inventory item.

Inventory Quantity This monitors the daily quantity movement for a specific
Movement inventory item.

Users Logged on Now This shows users who are currently working in the company.

You can specify a refresh interval in minutes separately for each monitor. For example, you can
monitor the quantity on hand of an inventory item every 60 minutes, and total sales every 30
minutes.

Within a single Control Centre configuration, you can monitor up to 10 items simultaneously.
You can save a configuration for re-use at any time.
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Besides monitoring values, the Control Centre lets you specify a critical value for each monitor.
For example, you can monitor the quantity on hand of a key inventory item. When it falls below
the critical value you specify, the Control Centre can communicate this to you in a number ways:

e It can issue a message on the workstation on which it is running.
e It can send an email to an email address you specify.
e |t can send an SMS message to a mobile phone that you specify.

This means that you can be out of the office and the Control Centre can notify you automatically
when a noteworthy event occurs.

Here is what a Control Centre looks like when it is monitoring values:

] [E=5 Hom (%)

File Tools Window Help
B To Do List Manitor [

Type Due Account Description Reference Amount

Cuztomer Mote to be £ ed COomMo Compucable Foreign Curency

Inventon Mote to be Actioned Overdue ACC/LOC Accounting Software Mumber of uzers
16/04/95  |Supplier Mote to be Actioned Overdue COmMoo1 Complete Computer Suppliers Faulty Goods
22/05/33 | Customer Mote to be Actioned Overdue EONOO Bond MrJames Guotation
30/06/93  |Inventory Mote to be Actioned Overdue MOPN/001  [EPL 17inch SWGA Monitor Old Stock,
/0707 | Customer [nvoice Overdue ABBOZ2Y Albott Limnited INT00016 R3.47000
08/12/07 | Supplier Invoice to Pay Overdue HaARDO1 Hard Driving Computers PH100003 Rd76.748.00
H/03/08 | Customer [nvoice Overdue ALLOO Alliance INT00017 R5.100.00
27/05/08 | Sales Oider to Deliver Overdue EONOO Bond MrJames 10700007 R10.630.50
27/05/08 | Quotation Expiting Overdue SMI0OT Sith Mr Johin QU1 00001 F3.420.00
H/05/08 | Customer [nvoice Overdue ABBOZ2Y Albott Limnited IN100023 F3.42000
H/05/08 | Customer [nvoice Overdue CASH CASH SALES ACCOUNT INT00020 F3.42000
H/05/08 | Customer [nvoice Overdue ABBOZ2Y Albott Limnited INT00015 F10.460.00
H/05/08 | Customer [nvoice Overdue CASH CASH SALES ACCOUNT INT00013 F3.42000
H/05/08 | Customer [nvoice Overdue ABBOZ2Y Albott Limnited INT00021 F5.385 46
03/06/08  |Supplier Invoice to Pay Overdue HaARDO1 Hard Driving Computers PH100004 F2.850.00

B Customer Bal =] = @
Albott Limited Accounting Saoftware
F17.028 46 Jhb - Johannesburg Branch
R178.00

In this screen, we are monitoring overdue transactions, the bank account balance, and stock
guantities of an inventory item.

You can automate the loading of the Control Centre along with a configuration. For example,
you can create a desktop shortcut that loads the Control Centre and opens the configuration
file.

If you place this shortcut in the Windows Startup folder, the Control Centre along with the
configuration you specify will load automatically when you power up the workstation.
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In this chapter, we look at general ledger processing. Many
general ledger elements, such as periods and tax types,
apply equally to other modules.

—

ol

General Ledger Overview
General Ledger Setup and Maintenance
General Ledger Processing

General Ledger Reporting

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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General Ledger Overview

In this overview, we look at general ledger processing. We also look at some of the company-
wide elements such as periods and tax types and see how they fit into the structure of the
system.

Financial Periods

The system keeps information for two financial years. This includes all balances and
transactions.

A financial year is broken down into financial periods. The system lets you create financial years
with between one and 13 periods in the year. Usually, there are 12 financial periods (months).
You can use the last (13" period of the current year as the first period of the following year.
This lets you work in the next year while you finalise the current year. When you run the year-
end procedure, the last period transactions and balances become the transactions and
balances in the first period of the next year.

Before you can begin processing, you need to set up financial periods. If you create your
company using the Setup Assistant, the system creates the financial period table for you.

Once you set up the financial periods, the system takes care of them automatically. In the year-
end procedure, the system moves the current year's calendar to next year and creates a new
set of periods for the current year.

The system offers two period processing methods:
e Single period processing lets users process in the current period only. You use this method
for data entry operators.

e Multi-period processing allows you to post to any period at any time. You use this for
bookkeepers and accountants.

You set the period processing method per user in the Users / Passwords function.

You can also set the method of period entry for each type of transaction you enter:

e You can make the user enter a period and then a date. The system validates that the date
is in the period range. If it is not, you specify per user whether the system can accept the
out of period date.

e You can let the user enter the date only, and the system sets the period according to the
date. This can be quicker, but can lead to period posting errors.
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General Ledger Accounts

The general ledger reflects the business activities of the company. Within the general ledger,
you create accounts. Each account contains a collection of transactions of the same nature. For
example, you may create a bank account that contains all transactions that affect or involve
your actual bank account.

The more accounts you use, the more you can break down the information. As an example, you
can use one account in the general ledger to reflect all the sales made by your company.
Alternatively, you can decide on a more detailed analysis using several accounts to reflect sales
of each type of product.

You can create up to 9999 general ledger main accounts. They number from 0001 to 9999.
Amongst other information, the system stores the account's number, description and period
balances.

You can further divide a main account into 999 sub accounts. They number from 001 to 999.
For example, you could have a main account 1000 for "Motor Vehicle Expenses" and two sub
accounts 200 and 300 to represent "Heavy Trucks" and "Light Vehicles". The system formats
these accounts as 1000/000, 1000/200, and 1000/300 respectively.

The system totals sub accounts into their respective main accounts. You can view the balances
at both the main and sub account levels. This way you get an overall or detailed view at any
time. In the above example, you would be able to view expenses for heavy trucks, light vehicles,
and total motor vehicle expenses. To see the latter, view balances on account 1000/000.

If you have sub accounts, the main account becomes a totalling account only. You cannot post
to the main account.

The system keeps balances and transactions for two full financial years. You can examine these
balances at any time. In addition, the system has budget values for this year, last year, and next
year. Some standard reports show budget comparisons.

Financial Categories

General ledger accounts have different categories from the financial reporting point of view.
When you create general ledger accounts, you have to allocate them to a financial category.
The first major classification is to distinguish between income statement accounts and balance
sheet accounts:

e Income Statement Accounts record the income and expenditure activities of the business in
its trading.

e Balance Sheet Accounts record the assets and the liabilities accumulated by the business.

e There is also a special balance sheet account, called "Retained Income". The system uses
this account at the end of the financial year, when it transfers any profit and loss for the year
into this account.
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You can use just these three types of categories to set up your general ledger accounts. Their
names are:

e Unallocated Income Statement
e Unallocated Balance Sheet
e Retained Income

The system can generate a trial balance using this information. However, in order to produce an
income statement and a balance sheet, you need to use detailed financial categories. For
example, some income statement accounts represent income, and others represent expenses.
Using detailed financial categories gives you these advantages:

e You can produce an income statement and a balance sheet.
e If you intend to use the report writer, you can range on financial categories.
e You can analyse your business activity using key financial ratios.

e The system can validate that the control accounts you enter in the Setup menu options use
the correct financial category.

If you use the Setup Assistant to create a company, all accounts have a detailed financial
category.

See the on-line help file for a complete list of income statement and balance sheet financial
categories.
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Budgets

You can optionally enter and use budgets. Although there are some standard reports that use
budget values, you usually use the report writer to create custom budget reports.

The system provides the following budgets per general ledger account per period:

Current These are budgets for this year. During the Year-End procedure, the system
Budgets copies the current budgets into the last year budgets.

These are budgets for the next financial year. You can create next year's
budgets at any time without affecting your current budgets. You can do this by
Next Year | copying combinations of other budget and actual values, by entering individual
Budgets budgets for each account, or by percentage adjustments. During the Year-end
Procedure, The system copies the next year budgets into the current budgets,
and zeroes the next year budgets.

Last Year | These are last year budgets. Note that you cannot create or edit last year
Budgets budgets.

Budget values do not have decimals. You can round budgets to any integer value such as 50,
100 or 1,000.

You can enter and/or edit individual account budgets on an annual basis and the system
allocates these per period. You can specify percentage allocations per period.

You can import budgets.

Projects

You can have different areas in your business where you wish to analyse costs, income, or
both. For example:

e You may have jobs or contracts you wish to track.
e You may wish to analyse some costs on a departmental basis.
e You may wish to track branch profitability.

If you do not use projects for this type of analysis, you can create multiple general ledger
accounts, entry types, and groups, to achieve a similar result. This will result in a much larger
chart of accounts.

Projects are useful when you wish to analyse selected areas of your business. They do not
make the general ledger larger, you do not have to use them every time you enter a transaction,
and you can start and stop using them at any time.

The system lets you accumulate expense and income transactions into a project. You are then
able to compare your costs against revenue for each cost area.
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To work with projects:
e You create and maintain projects.

e When you process transactions, you can allocate the transaction to a project.

e You generate cost reports to analyse costs and/or income values attributed to each project.

e Project Report

3 When registering the base module, you only have access to:
e List Projects

There are different methods of allocating transaction values to projects:

e For all transactions except inventory purchases or sales, you simply enter the project as
part of the transaction.

e Forinventory purchases and sales, you have two methods available:
This is the usual method, which you use if you purchase items for
Automatic stock. When you process a purchase, you do not enter a project -
Allocation of Costs | you do not know at that time which project to use. Instead, you

to Projects at Time | enter the project when you process the sale. The system uses the

of Sale item's average cost as the cost of the transaction, and the selling
price as the income.

You use this option when you purchase items for specific jobs or
contracts. You may also purchase items that are costs to you, but
which you do not bill directly to customers. You therefore enter a
project when you purchase the item and when you sell the item.
The system does not use the cost of the item when you do the
sale. If you are not integrating inventory to the general ledger, you
have to use this option.

Allocate Costs to
Projects Yourself
at Time of
Purchase
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Project Tracker Module

The project tracker module allows you to manage projects that your company has and this
includes managing the budgets that are associated to a specific project. There are extensive
reporting options available in this module to assist in managing and budgeting of the various
projects created.

To enhance your project reporting, you can create project groups. You create for instance a
group as regions and another group as cities. Each project in turn can be linked to the different
regions and cities. When reporting, you are able to report on the region and city or just a region
or city for a specific project.

It is possible to add up to 10 project groups and the use of project groups is optional.

Edit Project Groups @

Project Groups

Project Groups can enhance your project reporting. Project Groups are optiohal and do not have to be set up before tunning your project
reparts.

Example of geographical project groupings: Using Project Groups:

. 1 you wish to uze Project Groups, wou will need to set them up and then link the groups to
B Col_mtly: South Africa each of your projects. Onoe you have set up Your groups, vou can wn a project repart for
= ity: Johannesburg one of more projects, or for one or more project groups. 'ou can have up to 10 project

01 - Project 1 groupings. Unlimited group descriptions can be created for each project grouping. As an

.02 - Project 2 example, pou could set up a grouping called Products and add as many product descriptions
) as you may require. These descriptions would represent each product you wish ta link
ity Durban projects to.

.03 - Project 3 - - . .
An example using geographical project groupings:

--------- 04 - Project 4 ; i i
=..Countny: Urited Kingd “ou could set up project groupings called Country and City. ou would then enter the
= ou:n 4 .nll T_. "3 lom dezcriptions for each Country and City. These descriptions could be South Africa, United
-~ Lity: Liverpocl Firgdaom and &ustralia for the grouping Country and . ohannesburg, Durban, Manchester and
-05 - Project 5 Sydney for the City grouping. “When running project reparts, pou could select to run reports
: {6 - Project & for ohe or more projects, for all projects linked to, for example, S outh Africa or all projects
_______ City: Manchester linked to Johannesburg.
5"""‘30“.”“9: A:‘Stshih Click the Start button to create your first project grouping and add your group descriptions.
ity: Perl
iy Sydney

|

[ cancel ]

Included with the project tracker module is a project budget. Project budget provides you with a
reference point for your business to strive to achieve. The budget allows you to compare what
the project actually achieves against the planned values or against other project values.
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Project budget can be very useful in controlling the performance of the different projects and
projecting future budget costs.

Project Budget Aszsiztant

The Budget Azzistant helps you to make changes to your budgets. Please

enzure that you have a backup of your current data before you uze this

Azzistant. Some of the changes vou can make are not reversible, To make a
backup how, click the Backup buttan.

“'ou can perform the following operations on budgets. Please chooze one and
then click the Mest button to continue with the Azsistant.

(3 Copy or ovenarite curent budget or next year budget values with actuals or
ather budget values, optionally adjusting and # or rounding the values at the
zame time

() Adjust and 4 or round curent budget or next year budget values

() Enter and / or edit individual account budgets

() Make a printout of the budgets,
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The different reports available with Project Tracker are as follows:

List projects A report listing all projects for the company is displayed.

A summary of a specific project is generated with the following
information displayed:

Current Monthly Income
Current Monthly Expenses
Current Month Nett Profit
Year To Date Income
Year To Date Expenses

Project Summary

Standard Income The income statement details income and expenditures incurred for
Statement the current month and year to date.

Running a Periodic Income Statement incurs income and
expenditure for each month up to the selected month and year to
date figures.

Periodic Income
Statement

The allocated budget for each general ledger account per month for

Budget Listing the specific budget is listed.

Any variance in the budget is listed monthly and year to date. The

Budget Variance d ) .
variance is also listed per general ledger account.

The detailed ledger report details transactions for general ledger

Detailed Ledger 4
accounts per project.

Cash Book Details This report details the cash book transactions.

This shows transactions that affect an item's cost and quantity on

Inventory History hand for each project.

Any transactions that are not part of a project will be listed in this

Exception Report report.
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Entry Types and Cash Books

You enter values into the system by means of transactions. You allocate each transaction to a
general ledger account, customer, or supplier account.

Entry types let you further classify transactions based on the source of the transaction rather
than the general ledger account. For example, the general ledger may contain a number of
expense accounts for analysis purposes. You can use entry types to see all your expense
details irrespective of the account you use.

Each transaction you enter has an entry type. You use entry types for customer, supplier, and
inventory processing as well as general ledger processing.

When you setup entry types, you configure how you wish to use them. Some of your options
are:

e You can choose what types of accounts (general ledger, customer, and supplier) you can
access in the entry type.

e You choose per entry type whether it uses the Date Sets period or Period Sets Date entry
method, which we discussed earlier.

You use entry types to setup cash books. Cash books represent bank accounts. You deposit
funds from customers, and pay suppliers, via the cash book.

To setup a cash book, you use two consecutive entry types, one for payments, and one for
receipts. You link these two entry types to a general ledger bank account. Once you do this, the
system handles cash book processing in a slightly different manner from other transactions.

You can optionally reconcile the cash book within the system. This lets you enter or mark off
items from the bank statement against items you entered into the cash book. You can then
determine whether there are missing or incorrect transactions.

Tax Types

Some transactions are taxable. You have to charge your customers tax, track the tax amounts
in an auditable manner, and pay the tax over to the tax authorities. In many countries, when
your suppliers charge you tax, you can receive a tax credit, which you offset against the tax you
have to pay in.

The system handles most tax processing seamlessly in the background. All you have to do is to
setup the tax types, or tax rates, that apply to you.

If you use the Setup Assistant to create your company, your distributor in your country may set
up default tax types that conform to your country's requirements. If this is the case, you may find
that there is no tax setup work for you to do.

When you process transactions, you allocate a tax type to those transactions that require tax,
and the system performs all the accounting in the background. You can then produce tax
reports, some of which may even duplicate the tax forms in your country.



Chapter 4 — General Ledger General Ledger Overview o 77

Once you setup tax types, you can set default tax codes in various areas:

e You can turn tax off where it is not required. For example, if you use an entry type for pure
general ledger journals, you can disable tax in that entry type.

e You can set default tax types per inventory item that override defaults that are more
general. You would do this if you have one or more items you sell that are tax-exempt.

e Even stronger than that is the ability to set tax types per customer and supplier. In most
countries, for example, you do not charge tax to foreign customers, and foreign suppliers do
not charge you tax.

Journals and Cash Book Processing Overview

You enter business activity into the system by means of transactions. You classify or group
transactions by means of entry types.

You enter transactions into batches, which you can edit and change at any time. When the
batches are ready, you post the transactions, which update the account balances.

Batches always have to balance. In other words, you have to post identical debit and credit
amounts, in total, for the whole batch. In many cases, the system can balance the batch for you
automatically.

Once you post transactions, you cannot adjust them in any way. Instead, you have to enter
further adjusting transactions, either to reverse the original transactions completely, or to adjust
the amount.

If you post a transaction to an incorrect account, you would correct this in two steps:
e Post a transaction to reverse the original transaction out of the incorrect account.

e Post a second transaction to enter the transaction into the correct account.

You do not have to complete entering a batch in one session. The system saves each batch
until you delete it or post it. The system creates separate batch files per entry type and user.
This means that each user can enter transactions into their own batches without affecting other
users. In addition, a user can enter batches for an entry type, save the batch, and enter
transactions for another entry type without losing the first batch.

If you process customer receipts and supplier payments, and you use open item processing,
you can allocate (match) the receipts and payments to their original invoices within the batch
entry system. If you delete a transaction, the system automatically deletes the associated open
item allocations.

You can create users who do not have the ability to post batches, although they can enter
batches. Another user would then have to post the batches. To allow this to happen, the system
allows one user to open and process another user's batches.

If you use the Multi-Currency add-on module, you can process in a customer's, a supplier's, or a
bank's currency. The system converts values using default exchange rates, which you can
adjust.
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Besides the normal batch that you process with, the system supports two additional batch types
per entry type and per user:

You use these to enter recurring periodic transactions such as rental and
. lease payments. You can specify the frequency of the transaction (monthly,
Recurring i .
guarterly, and so on), and you can specify how many times to process the
Batches 4 :
transaction. For example, you can process a lease payment 36 times, after
which it stops automatically.
Postdated You use these batches to enter transactions you only wish to process later.
Batches You do this so that you do not forget to enter these transactions.

Bank Reconciliation Overview

The system gives you the option of reconciling your bank accounts. Note that the use of this
facility is optional. It does not affect your balances in any way.

The bank reconciliation function lets you match the physical bank statement with the system's
cash book transactions. You can then see any transactions that are on the bank statement but
not in the system, and vice versa. You can enter the bank statement information manually, or
you can import the bank statement from an ASCI! file and perform the reconciliation
electronically.

You can use the bank reconciliation to reconcile other items such as credit card statements,
petty cash systems, and so on.

The system uses the reference field on the transaction record to control the reconciliation
process. When you enter cash book transactions in the Cash Book function, you have to ensure
that you enter the reference field on the transaction correctly:

e The system groups all transactions with the same reference together for reconciliation
purposes. For example, you allocate cheque 100 to two accounts. To do this, you enter two
transactions, and you give both a reference of 100. In the reconciliation, the system adds
their amounts together, and you reconcile the total amount of the cheque. The same
situation applies to deposits, where you can have many items on one deposit slip. You must
assign each item the same reference.

e To ensure that references are unique, we recommend that you assign a unique alpha prefix
to each entry type. For example, precede your cheque numbers with the letter "C", and
deposits with the letter "D". Then, always add leading zeroes after the alpha part of the
reference. For example, use "C0000123" instead of "C123". This ensures that your audit
trail prints in the sequence you expect it to.

e You sometimes wish to exclude transactions from the reconciliation. You do this by setting
the reference to "ZZ2zZ727777". The bank reconciliation process ignores transactions that
have this reference.
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You reconcile transactions using two methods. You can switch between these at any time:

Check Here you mark each transaction line as reconciled. You can sort the
Method transactions by reference, amount, or date. You can unreconcile transactions
you previously reconciled in the same session.

Here you enter a reference, an amount, or a date, and the system finds the
transaction for you. If there is more than one transaction with the same value,
Entry you can mark the one to reconcile. If there is only one value, you enter the
Method amount of the transaction to complete its reconciliation. The system can
default the value for you, so that you just press <Enter>. You can therefore
enter an amount and then press <Enter> to confirm it.

The entry method is the safest method to use, but it takes more time. Bear in mind that
reconciling a bank account is a notoriously frustrating process. It is very easy to make a
mistake, and, once you do so, it is very difficult to track down the error.

For example, you use the entry method and you check a transaction with a value of 10 when the
bank statement value you are reading is 100. At the end of the reconciliation process, you will
have a difference of 90, which does not relate directly to the mismatch between 10 and 100. In
addition, if there are more errors like this, it becomes impossible to detect the errors without
performing the operation again.

You can save a bank reconciliation without processing it. This lets you deal with queries, or
enter large reconciliations over time.

You perform reconciliation functions in three places:
e You do the bulk of the work in the Bank Reconciliation function.
e You can reconcile items as you enter them in the Cash Books function.

e You can reconcile or unreconcile a group of transactions based on a date range in the
Reconcile / Unreconcile Cash book function.
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General Ledger Reporting

The system produces a large number of standard reports, including financial statement reports
such as the trial balance, income statement, and balance sheet. No accounting knowledge is
required to produce these reports. You have to set up the correct financial category on each
general ledger account, and the system takes care of the accounting in the background.

You can also produce a set of graphical financial ratios that analyse your business performance.

The system produces standard financial statements such as the balance sheet or income
statement. In addition to these, the system contains a report writer that lets you create
enhanced or customised financial reports. The use of the general ledger report writer is optional.

You use the general ledger report writer to accomplish the following:

e Create customised income statements and balance sheets. These can work in any
company, even though companies may use different charts of accounts.

e Add budget comparisons to income statements and balance sheets.
e Perform sophisticated budget analyses.

e Write specialised reports to track trends and variances.
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General Ledger Setup and Maintenance

In this section, we first look at how you set up the subsidiary files associated with general
ledger. We then look at how you maintain general ledger accounts.

Entry Types

Entry types let you classify transactions based on the source of the transaction. For example,
the general ledger may contain a number of expense accounts for analysis purposes. You can
use entry types to see all your expense details irrespective of the account you use. You also
use entry types to setup cash books. You maintain entry types via the Setup...Entry Types

menu option:

Setup Entry Types - Sole Access Mode @
Mo | Description B C?)r:t[:ilm F'Ir:ooi::cis Account Access | Date / Period Entry ggz’; Curiency gzgzunl -+
1 o GL and {»Date Sets Period 1 Home 2400/000
Suppliers (@ Period Defaults Date Cunency
2 |CB 1 Receipts C GL and {»Date Sets Period 1
Customers (@) Period Defaults Date
3 |CE 2 Papments o] GL and (Date Sets Period 2 Dollar 8410000
Suppliers ) Period Defaults Date
4 |CB 2 Receipts C GL and »Date Sets Period 2
Customers ) Period Defaults Date
5 | General Journal D v General »Date Sets Period 0
Ledger (# Period Defaults Date
B | PayrollJournal D v General " Date Sets Period 1]
Ledger (® Period Defaults Date hd
2 cash book(s] in use. 18 joumal(s) in use |Naliunal Bank ‘
[ ok l l Cancel ]

You link two entry types to a bank account to form a cash book.
In the Account Access column, you specify the account types you can use in this entry type.
In the Date / Period Entry column, specify how period and date entry works.

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same
table of contents as this guide, although somewhat expanded. In addition,
you can type in the manual's heading into the on-line help’s Index section
to find the relevant help section.
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Periods

A financial year is broken down into financial periods. Financial periods are usually a calendar
month long. To maintain financial periods, use the Setup...Periods menu option:

Thiz rear Periods I Lazt Year Perods

'Eﬂ;ﬁger}igf"pb;ﬁods Per | Description Start End
11 | March /0317 0347
13 02 [ Apii 01/0417 | 30/04A7
Current Period 03 | Maw o /0517 31/0517
1 14 | June /0617 300647
Use Last Period as 05 | July /077 AT
. ) 0B | August /0817 30847
Fist Perod of Nt 1o cptember 01/0947 | 30/09A17
08 | October mA0M7 311017
- At Create—————— | 09 | Movember mA117 017
Ise End Date 10 | December mA2A7 311217
11 | January 01401418 310118
Create 12 | February /0218 28/02M18
13 |March /0318 /0348

Tax

In this function, you setup tax rates for taxes you pay on customer sales and/or supplier
purchases. To access this function, select the Setup...Tax...General Settings menu option:

Setup Tax General Settings - Sole Access Mode @

Parameters I Percentages ] Multiple T ax I Box Mames I Box Layout

~ Proceszing Method

Tax System INormaI WAT /GST / Sales Tax LI
Tax Control Account |SEDDJDDD | |Vat / Taw Control Account |
T ax Provizion Account |95‘I 04000 | |Vat /£ Tax Provision Account |

~Eaily Payment Term
(@ Does Mot Affect [mvoice Yalue

(O Wat Free and Therefore Changes Invoice Value

~ Default Entry Method
(O Exclusive @ Inclusive

o o= ]

In the Tax System field, you must choose the correct tax system.
In the Default Entry method frame, you set a default that you can change when you process.
The Box Names and Box Layout tabs let you calculate values you show on your tax forms.
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In the Percentages tab, you create the actual tax type codes and their percentages:

Parameters I Multiple Tax I Box Mames ] Box Layout
Mo | Description Taw #%| Start End =
1 |Wat - Standard rated 14.00| 0140191 3220 —
2 | Zerorated 0.00] 01401491 3220
3 | Exempt/non suppl 0.00] 01401491 NA2420
4 | Bad debts 14.00| 010191 3220
5 | Capital goods 14.00| 0140191 HAz2/20
B | Wat adjustment 100.00] 01./01/91 HAz2/20
7 | Accom excesd 45 days 14.00) 01./01./91 HA220
8 | Accom not exc 49 day 14.00| 01/01/91 MM2A20
9 | Ex=port 2nd hd goods 14.00| 0140191 HAz2/20
10 | Change in use 14.00| 0140191 HAz2/20
11 0.00] 0140180 210 A

Delete Line

In the Tax% column, you set a percentage for each tax type. You cannot change the

percentage once the code is in use.

In the table, you can set a date range per tax code, so that operators do not use older tax

percentages.
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Tax Manager

Tax Manger will assists you with the backdating of transactions and the tax report submissions.
Once you have processed your tax report for the specific financial period, Tax Manager will
close the specific period. Any transaction that is backdated will form part of the current period
thus automatically reconciling your values for the next Tax submission.

Tax Manager Setup

When you register your company for VAT, you register to submit your Tax monthly, bi-monthly,
quarterly, half year or yearly. Select Setup...Tax...Tax Manger to select the category that you
have registered your company for.

T ax Periods I
Tax Reparting Frequency Tax Period End Maonth | End Manth Mot Applicable
[No Reporting Frequency selected - click here to select -

Mo Reporting Frequency selected - click here to select
Categom & - 2 Manthly, ending at the end of every odd month, e.g. Decdlan, Feb/d ar etc.

Categary B - 2 Monthly, ending at the end of eveny even month, &.g. Jan/Feb, Marddpr ete.
Categom C - Monthly, Taxable supplies greater than Govvt, limit

Categom [ - B Monthly, certain Farmers only

Catzgom E - Annually, ane tax period per year

Categom F - 4 Monthly, ending on the last day of June, October and February

Categom G - 3 Monthly, each guarter, ending on the lazt day of Mar, Jun, Sep and Dec

Lo Jlew]
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Tax Manager Assistant

In the Tax Manager Assistant, you can view Tax Type report or Tax Box report for current and
previous periods as well as close the current tax period.

To access this function, select Change...Tax Manager Assistant menu option. You can
alternatively select View...General Ledger...Tax...Reports menu option.

Tax Manager Assistant

The Tax Manager Asziztant allows wou to view the Tax Tepe / Tax Box reports for
current and previous tax periods, as well az close the curent tax period.

To make a backup now, click the Backup button below.

Wiew Reports
ITa:-: Type Report ;I

(2 View current Tax Period
(3 View closed Tax Period(z]

] Cloze the curent Tax Period
201601 (N1 /1215 - 21/01/16)

View Reports You can select to view the Tax Type Report or the Tax Box
Report by selecting the specific report from the drop down
box.

View current Tax Period This option will display the current Tax period for the report

selected to view.

View closed Tax Period This option will display the closed Tax period for the report
selected to view.

Close the current Tax You select this option to close the current Tax Period.
Period
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Enter a comment to easily identify the tax period that you have closed.

Cloze Tax Period 201601 (01112415 - 31/01/16)

Fleaze enter a comment to close the tax period.

Jan 16 |

Reopen Tax Period / Clear Tax Manager Settings

You can reopen a previous Tax Period or you can clear all Tax Periods and Tax Manager
Settings if you have incorrectly setup the Tax Manager

To access this function, select Change...Reopen Tax Period / Clear Tax manager Settings

menu option.

Reopen Tax Period / Clear Tax Manager Settings

Thiz agzistant will reapen the previous Tax Peniod, or clear all T ax Periods and
T ax Manager Settings.

Pleasze enzure that you have a backup of vour current data before you uze this
Agziztant. Changes you make now are not reverzible. To make a backup now,

click the Backup buttan.

(3 Reopen Previous Tax Perod 201601 (0112415 - 3101 116

() Clear all Tax Periods and T ax Manager settings
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Reopen Previous Tax Period

If you need to reopen the previous tax period to update a
transaction and have not submitted your return, select this
option. The period will be opened and you can process to
the period.

Clear all Tax Periods and
Tax Manager Settings

If you have selected the incorrect category for your
company in the Tax Manager setup, select this option to
clear the setup and select the correct category.

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same
table of contents as this guide, although somewhat expanded. In addition,
you can type in the manual's heading into the on-line help’s Index section
to find the relevant help section.

Financial Categories

Although you cannot create new financial categories, nor change the way they work, you can
change their descriptions. You do this in the Setup...Financial Categories menu option:

Categary Mame
B05 | Unallocated Balance Sheet

Unallocate
Share Capital

‘Y'our Description

B10 |Share Capital
B15 | Retained Income Retained Income
B20 | Sharcholders Loans Sharehalders Loan

B25 |Long Term Barowings

Long Term Borrowings

B30 |Other Long Term Liabilities

Other Long Term Liabilities

B35 | Fixed Assets

Fixed Assets

B40 | Investments

Inwestments

B45 | Dther Fiked Assets

Other Fived Assets

B50 | Inventary

Irventary

BES | Accounts Receivable

Acoounts Receivable

BED | Bank

Bank

BES | Dther Curent Assets

Other Current Assets

B?0 |Accounts Papable

Accounts Payable

B7E | Takation

T axation

[ e |
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Report Writer Categories

The Report Writer optionally lets you create custom financial reports. If you use the report writer,
you can optionally create report writer categories to use when creating reports. You do this in
the Setup...Report Writer categories menu option;

==

—

Code | Description -

=t |00 | =) | | | e | | P

(=}

Sales

-

Delete Line

oK

[=n

General Ledger Accounts

You use this function to maintain general ledger accounts. If you use the Setup Assistant to
create a company, the system creates a full chart of accounts that you can modify to suit your

needs.

To access this function, select the Edit...General Ledger...Budgets menu option:

Edit General Ledger Accounts
Mait Account Mumber 1000

Sub Account Mumber Qo0

Account Description

(o] & s

QHE OO ®

Blocked [

Control Account

Details |
Main Account

Income Statement
Balance Sheet
Report Wiiter Categary

External Reference

Tax Proceszing

Balances

Income Statement Financial Categary

|Invent0l}l Group Contral or Receipt Analyzis Code Control Account

Motes

[110- 5ales

[10- Sales

Mo Tax Type Default
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General ledger accounts have a main account and an optional sub account.

You use the Blocked check box to block many types of master records, because you cannot
delete records that have transactions or balances. This prevents users from using them
incorrectly.

The financial category is a critical field. If you have the correct categories for every account,
you can produce a trial balance, an income statement, and a balance sheet, automatically.

Most types of master records have a Notes tab.

Budgets

Once you create your general ledger accounts, you can optionally enter budgets for them. The
use of budgets is optional. You work with budgets via the Edit...Budgets menu option:
Budget Assistant

The Budaget Assistatt helps you to make changes to your budagets. Please
enzure that you have a backup of your current data before you uze this
Aggistant. Some of the changes you can make are not reversible. To make a
backup now, click the Backup button.

You can perform the following operations on budgets. Please choose one and
then click the Mext button ko continue with the Assiztant.

(3 Copy or overwite current budget or next year budget values with actuals or
other budget values, optionally adjusting and # or rounding the values at the
zame time

(2 Adiust and ¢ or round curment budget or nest year budget values

(2 Enter and / or edit individual account budgets

(O Make a printout of the budgets.
When you choose a processing option, you first choose the range of general ledger accounts to
use. This is important because, for example, you may wish to increase your sales budgets by
one percentage, and increase, or even decrease your overheads by a different percentage.
If you create next year budgets, you have the following choices:

Chooze Which ¥alues to Copy

Y'ou now need to choose which values you wizh to copy. You have the

following choices:

(7 Capy Thiz f'ear Actuals up to and including period
[01- 0140212 - 3120212 March -]
and then This vear Budgets to Mext “ear Budgets

(O Copy This Year Actuals to Next Year Budgets
(O Copy This Year Budgets to Mest Year Budgets
(7 Copy Lazt Y'ear Actualz to Mext ear Budgets

(7 Copy Last v'ear Budgets to Mest Wear Budgets

The first option lets you create next year budgets using the current year's actual values up to
the period they are available, and the current year budgets from then on.
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General Ledger Processing

In this section, we look at general ledger processing functions.

Journals and Cash Books

You use the Journals and Cash Books functions to enter a large percentage of your business
transactions. You use these functions for all non-inventory transactions. These include general
ledger journals, cash book entries, customer journals and payments, supplier journals and
payments, and opening balances for general ledger, customer, and supplier accounts.

Processing in these options is almost identical, and we cover them together. The differences
between journal and cash book processing are:

e With a journal, you process a single entry type at a time, whereas a cash book is a
combination of two sequential entry types, one for payments and one for receipts.

e You enter amounts differently in journals and cash books.
e You can perform a bank reconciliation on cash book transactions.

e If you use the Multi-Currency add-on module, you can process foreign currency bank
accounts.

You access these functions via the Process...Journals and Process...Cash Book menu option.

Choosing an Entry Type / Cash Book
When you access the Journals function, you choose an entry type to use:

= General Ledger Batch Type |Normal batch entry j
05 - General Journal
0F - Payroll Joumnal
07 - Depreciation Jaurnal
Per 08 - Accruals Exclusive; Inclusive!
1 lm 03 - Reversal of Accuals

13- POS Journal
20 - Currency Variance
21 - Receipting Jaurnal
22 - Deposzitz Journal

& Customer

< Supplier

DAl

In the Entry Type list box, choose an entry type. You work in one entry type at a time per
batch. However, you can have multiple batches open, each with their own entry type.
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With cash books, it is slightly different:

=leEs

Cash Book | [01 - 84004000 Mational Bark | Batch Type | [Womal batch entry - [ Balance || Ri2.623.34 Close
| |

Payments ‘ Feceipts

Here, you choose a cash book instead of an entry type. Since a cash book contains two
entry types, there is a Payments tab and a Receipts tab. You can work in either or both of
these entry types at once.

Entering Transactions
Here are typical journal entries:

Per
1 jon-

2 j0 -

Date

31403
31/03

Reference

JNLO024
JHLO0Z4

Account

1000000
12004000

Description Debit

123218

Credit | Project Contra Account

00004000
00004000

Posted to incorect accoun
Posted to incorrect accoun!

123218

In this entry type, we selected to use only general ledger accounts. Therefore, you do not
choose the account type - you just enter the account.

Here are typical cash book entries:

Per |Date  |GCS |Account R |Reference Description Bank Amount ;f;;:lge': Discount| Exchange Rate | Project
1 |0 |ms |5 |HaRom N | CHOoo4 Paprert Fi2 20000
2 | |mmz o |5 |soFom N | CHOOOS Paprert R100000

The GCS column lets you choose a customer, supplier, or general ledger account. Journals and
cash books can both have this column.

Note the different amount entry methods for journals and cash books. For journals, you specify
debits and credits. In the cash book, you enter amounts into the Payments tab or the Receipts
tab, and the system knows the sign of the entry.

In a cash book, if you process a payment against an open item customer (we cover open item in
the next chapter), you can match the payment against an invoice immediately:

Payments | Receipts |

Per Date GCS  |Account R |Reference Description Bank Amount CquDt;;gel: Discount| Exchange Rate|Project e
1 J04-01/30/06/412 C ABBOZS N | DEPDOZ Payment Thank you F15,663.00
Open Itern Matching CB 1 Receipts
[ Account -ABB023 - Albott Limited

| Fefersnce || Date |
[ DEFO02 | 30/06412 ]
[ Discount Ta Match| Discount Matched|| Amount To Match]| Amount Matched | Total T Match| Total Matched|
[ | | R16.683.00C I F15.,653.00C]
Invaice Drate Description Inwaice Amount| Amount Due Discount; Total Due Armount Unpaid tatch
IM100016 01/07/11 | Tax Invoice R3.470.00]  R2130.00 R2,130.00 R2,130.00
IN100013 270512 | Tax Invoice R10.460.00) F10.460.00 F10.460.00]  R10.460.00
1M100021 2705112 | Tax Invoice F5.388.46| R5.388.45 R5,380.45 R3.099.00]  Rz2,269.46 I

Here, we have matched the 15689.00 payment against the customer invoices.

The system applies tax to cash book and journal batches in different ways. You always enter tax
at the point of the original transaction. For customers and suppliers, you enter original
transactions via customer and supplier documents, or via customer and supplier journals that
we are looking at here. In both these processes, you enter tax codes along with the
transactions. You receive payment from customers and pay suppliers in the cash book, where
you do not enter tax unless you process a discount.
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The system also lets you enter taxable transactions directly into a general ledger account, in
other words bypassing customer and suppliers. You usually use this for overheads such as rent,
telephone, and so on, for small purchases of non-stock items, and for reimbursements to
employees. With these items, you enter tax in the cash book because this is the only entry for
the transaction.

For details about this, search the on-line help for "balancing batches".

You can set a number of options per user and per batch:

Contra Account

[2400/000 | [ Mational Bank |

- Proceszing Increment References
Thiz r'ear Transactions ulti-Currency ) es
Inwoke Dpen ltem O No
[ Repeat Projects (3 Once
rTax
Tax Processing O
Default Tax Type IDD -Taxtype 0 LI
Default Entry Method Erclusive Inclusive

Use the Repeat Description check box to repeat the last line's description on new lines.

If you are processing tax transactions, you can default the tax code and entry method. If you
do not need tax, you can turn tax processing off and the tax column vanishes, as in our
examples above.

For cash book payments you can increment references per line (e.g. for cheques). For
receipts or journals, you can increment once at the start of the batch and then leave the
reference unchanged.
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Updating Batches

The transactions you enter into journal and cash book batches do not update until you instruct
the system to do so. You also have to ensure, and the system checks, that journal batches are
in balance before you can update them. The system balances cash book batches for you.

To update batches, you click the Update button:

Process Journals - Update Batch @
1 Frint Batch

[ automatically Reverse Jounal

The cash book batch update gives you the option of printing cheques:

Process Cash Books - Update Batch @

[ Print Batch

|
O Print Cheques
Cheque Form File Mame l:l

As we said earlier, you use these options to process many of your transactions, so you should
ensure you understand all the options and methods. The on-line help takes you through this in
detail.

Recurring and Postdated Batches

Apart from normal batches, you can also create recurring and postdated batches. These are
additional batches per user and per entry type.

You use recurring batches to process transactions that recur on a periodic basis. This way you
do not have to re-enter recurring transactions in each period. Some examples of recurring
transactions are leases, rentals, and debit orders.

You use postdated batches to hold transactions that will be due at future dates. For example, a
customer may give you postdated cheques.

You enter recurring and postdated batches in the same manner as normal batches. There are a
few additional features:

e When you enter recurring batches, there is an additional No. column. In this column, you
can specify how many times the transaction should recur. Use this, for example, for a lease
payment that repeats a known number of times. Once the transaction reaches the limit, the
system deletes the transaction to prevent it processing again. If you do not wish to use this
facility, leave the field at zero.



94 e General Ledger Processing Chapter 4 — General Ledger

e You can use the date field on the transaction to create entries that recur at time intervals
longer than monthly, such as quarterly and annually. To do this, set the year in the
transaction to 2017 (14 if you use two-digit year entry), and set the day and month to the
date to use the transaction. For example:

1 1 Jan 2017 | Every month

2 1 Jan 2017 | The period in which January falls only
3 1 Feb 2017 | The period in which February falls only

You do not update recurring or postdated batches directly. Instead, you copy them to a normal
batch. From there, you can edit them if necessary, and then update them.

The system deletes any postdated transactions it copies from the postdated batch. It also
deletes recurring transactions that use the No. field and that have ended. Other recurring
transactions, and postdated transactions that are not yet due, remain in the recurring and
postdated batches.

Bank Reconciliation

You can match your physical bank statement with the system's cash book transactions. This
lets you easily find transactions that are on the bank statement but which you have not entered
into the system, and vice versa.

The use of the bank reconciliation function is optional. You can start and stop using it at any
time - it does not affect balances in any way.

To access this function, select the Process...Bank Reconciliation menu option. Here is a typical
processing screen:

Bank Reconciliation - Cash Book 01 - 8400/000 National Bank

Statement Balance RO.00)
Recaonciled
R100.00

R123.32 CHEO00M 3140613 O

R253.32 CHEO03 3140613 O

R3 500.00 CHEO04 30/04413 O

R4 000.00| DEPOO2 30/04413 O
Period Date Account | Reference D escription Amount to Recancile
3 31/05413 | HARODT | CHQOO02 R100.00D

Find By &movnt Amount to Reconcile

[ Uneconcied=5 | [ I | I Ditf = R3 000.00 |

[ Hep ][ sekotal | [ Desckotal | [ Back || Updste | [ Cose |
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Check an item's Reconciled check box to reconcile it.

The icon in the C column indicates multiple transactions for this reference. An example of
this is in a deposit slip. The second table displays these details of the selected transaction.
You can hide the second table and show more lines instead.

The status bar updates as you work, showing the number of unreconciled items and the
reconciliation balance.

The reconciliation works on a batch basis. You can save the reconciliation, and return to
complete it later. Once it is correct, you update the transactions as reconciled.

In the general ledger overview, we stressed the importance of the transaction reference field for
the reconciliation process. The system puts all transactions with the same reference together,
from the reconciliation point of view.

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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General Ledger Manager Module

Your general ledger determines the format of your financial statements. All transactions you
process in the system are represented in the general ledger, and this makes changing the
general ledger problematic. In addition, you have to keep a full audit trail of transactions that
make up general ledger balances.

However, over time you may change the nature of your business to a greater or lesser degree.
In addition, you may realise that initial assumptions you made about general ledger account
requirements were not optimal, and you may want to make adjustments.

The General Ledger Manager add-on module gives you the ability to make many of these
adjustments. You have the following options:

This option lets you renumber existing general ledger accounts, even if

Renumber they have balances and transactions. At the same time, you can change
accounts accounts into main or sub accounts just by renumbering them
appropriately.

This option lets you delete general ledger accounts with balances and/or
Delete accounts transactions. The system transfers existing balances / transactions to
another GL account you nominate.

Consolidate This option lets you consolidate multiple existing general ledger accounts
accounts into another existing account.

Change financial

categories This lets you change an account's financial category.

Print audit trail This option prints a report of all changes made within a range of dates.

You accomplish all this without affecting the integrity of the general ledger in any way.
To access this function, select the Change...General Ledger Manager menu option:
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Choose the Operation to Perform

The General Ledger Manager allows you ta perform the following funchions on existing General Ledger Accounts.

Please enzure that pou have a curent backup of vour data az the changes you can make in this Aszsistant are not
always reversible. To make a backup now, click the Backup button below.

Pleaze choose the Function you wizh to perform:

(3) Renumber General Ledoer Accounts

() Delete General Ledger Accounts

() Consolidate General Ledger &ccounts
() Change Financial Categories

() Print &udit Trai

Year-End

At the end of the financial year, you need to run the year-end procedure. This procedure is
automatic. It prepares your company for processing in the new financial year.

To access this function, select the Change...Year End menu option.

You need to be a Supervisor in order to run this procedure. You set up which users are
Supervisors in the Users / Passwords function.

The year-end procedure does the following processing:

For income statement accounts, current year balances move to last
year. For balance sheet accounts, last year balances consolidate as
one total, and the current balances move to last year. Current year
balances are set to zero. Current budgets move to last year budgets,
future budgets move to current budgets, and next year budgets
become zero. The system posts the profit or loss for the year into the
retained income account.

General Ledger
Balances

Last year balances consolidate as one total, and the current balances
move to last year. Current sales / purchases balances move to last
year. This year balances and sales / purchases values become zero.

Customer and
Supplier Balances

General Ledger, The system deletes last year transactions. This year transactions
Customer, and become last year transactions, and the system creates a new, empty
Supplier transaction file for the current year. Invoices on hold have their period

Transactions set to period one.
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Inventory Costs,
Sales, and Quantity
Values

The system accumulates these into the last year totals, and the
current values become zero.

The system increments years by one year in the period table, and
Periods adjusts period end dates if necessary, for example, for leap years.
The system sets the current period to one for single period users.

If you set period 13 as the first period of the new year, the system
Moves Period 13 transfers period 13 transactions and balances to period one of the
new year.

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same
table of contents as this guide, although somewhat expanded. In addition,
you can type in the manual's heading into the on-line help’s Index section
to find the relevant help section.
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General Ledger Reporting

In this section, we look at general ledger reports, financial ratios, as well as the report writer.

Reports

To access reports, choose the View...General Ledger menu option and select the report you

require.

You have the following reports available:

Account Balances

This shows current and last year actual values, and current, last,
and future, budgets.

Accounts

This report shows your chart of accounts.

Audit Trail of Electronic
Tax Documents

You can run a report of all Electronic Documents that have been
sent, listing details of each document including the VAT.

Balance Sheet

The balance sheet shows you your assets and liabilities in the
company.

Budgets

This report lists your budgets.

Cash Book Details

This report details cash book transactions.

Cash Movement

This details cash movement (in and out) of your bank
account(s).

Cheques

You can print cheques to pay suppliers and for cash purchases.

Project Report

This shows an income statement for projects.

Detailed Ledger

The detailed ledger report details transactions for general ledger
accounts.

Entry Type Details

This lists transactions for a range of entry types.

Financial Categories

This report lists your financial categories.

Income Statement

The income statement details income and expenditures
incurred.

Ledger by Entry Type

This lets you see transactions filtered by entry type and account
number.

List Projects

This lists projects.

Report Writer Categories

This report lists your report writer categories.

Tax Box

This shows the accrued amount of sales tax, VAT, or GST that
is receivable or due to tax authorities, per tax box.
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T This shows the accrued amount of sales tax, VAT, or GST that is receivable or
ax Type o
due to tax authorities, per tax type.
Tnial The trial balance shows account balances as well as the profit / loss.
Balance
Graphs You can create graphs of your activity.

Financial Ratios

If you have Microsoft Excel, you can analyse the state of your company activities by using
financial ratios. Ratios compare one value against another in order to assess whether there is
strength or weakness in that area. Ratio analysis helps you to make meaningful conclusions.
Ratios generally fall into the following areas:

Earnings These show profitability of the company.

These show stability and the ability of the company to meet its

Solvency and Liquidity obligations

Turnover Ratios These show the efficiency of the company's business activities.

Shareholder's Return | These look at shareholders' earnings from their investment.

We need to emphasise that ratio analysis on its own is not enough in assessing the strength or
weakness of a company. You need to consider other factors when you analyse your company’s
activities. To make a ratio analysis meaningful, you should:

e Compare ratios over a reasonable time-period
e Compare ratios against those of similar companies
e Consider extraordinary or contingent events that can skew the ratios

In terms of similar companies, you have to consider their historical background. For example, an
older company is likely to be more stable and to have different ratio profile than a new company.

To access this function, select the View...Financial Ratios menu option. You can also use the
Graph icon on the toolbar to access function. When you access this function, the system opens
Excel and feeds the relevant data into Excel. The system uses various tabs for ratios, graphs,
and formulas.
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Here is the Financial Ratios tab:

A E C [u] E F G H | J K L M M ] p=l
1 s
L] —
H H Hp. |
2 Financial Ratio's - Software Sales
-2
4 Marid [ Aprid [ May 14 | Jun 14 | Jul14 [Augid [ Sep 14 | Oct 14 | Nov 14 [Dec 14 | Jan 15 | Feb 15 Period 13
5 Acid Test Ratio 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.00
5 Asset Financing Ratio 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.00
T Current Ratio 143 143 143 143 143 143 143 143 143 143 143 143 0.00
g Customers Days Ratio 0.00 0.00 .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 Inventory Days Ratio 0.00 0.00 .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
10 Inventory Turnover Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11 Profitability Ratio 000  0.00% 000 000 0004 0002 0002 000 000 0.00%] 000 0.00 0.00:
12 Return on Equity Ratio 0.00%)  0.00% 000 000 0004 000 000 000x) 0.0 0.00x] 000 0.00% 0.00
13 Solvency Ratio 143 143 143 143 1439 143 143 143 143 143 143 143 0.00 3
14 Supplier Days Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
15
i[5
7
18 Acid Test Ratio {Current Assets - Inventory) / Current Liabilities
13 Azset Financing Ratio Total Shareholder Interest / Total Assets
20 Current Ratio Current Assets / Current Liabilities
21 Customers Days Ratio Accounts Receivable x 30 x Period | Sales (YTD figure)
2z Inventory Ratio Closing Inventory x 30 / Cost of Sales
23 Inventory Turnover Ratio | Cost of Sales [ Closing Inventory
24 Profitability Ratio Earnings before Interest and Tax | Sales
25 Return on Equity Ratio Earnings of Ordinary Shareholders After Tax | Ordinary Equity
ZE6 Solvency Ratio Total Assets | Total Debt I
27 Supplier Days Ratio Accounts Payable x 30 x Period / Cost of sales (YTD Figure) -
M 4 » M| Sheet? . Period_Lup FinCat Pivot_Ratio | Financial Ratio's ~ Activity Ratio's Liquidity Ratin's sdi] 4 il » 1]
Here is the Liquidity Ratios tab:
A B o ] E F e} H J K L M N u] P Q A 5 =
:i:‘1 -
- =
2 Financial Ratio's - Software Sales
|
a Liquidity Ratio's as at 17 Apr 2014
5
3
7 Acid Test Ratio Current Ratio
8
3
0
11 om
2
3
" [ RE
5
16 X1
7
18 [T} =
1
z0
21 oz
22
b IR
24
5
26 (X ]
i
28 [T
23
30
a1 (XY
32
33 ez
34
B e
gg Mar 14 Aprid May 14 Junid Jul 4 Augld 3spid4 Oct14 Novid Dec 14 Janis Feb 15 Marid Aprid May 14 Juni4 Jul 4 Augld 3spid Oot14 Novid Dec M4 Jands Feb1s
38 P
33 -
W 4 » ¥ Sheet? /“Period_Lup FinCat .~ Pivot_Ratio .~ Financial Ratio's .~ Activity Ratio's | Liquidity Ratio's .~ Solvency Ratio's el w ] [

Note the tab names at the bottom of the spread sheet. You use these to select the different

types of ratio.
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The last two tabs display information about the ratios:
e The Ratio Description tab describes each ratio
e The Ratio Formulae tab gives you the formula the system uses for each ratio

Report Writer

You use the report writer to create custom financial, general-ledger based reports. The report
writer gives you access to general ledger current and last year values, including current, last
year, and next year budgets.

You can create up to 96 reports in any one company. If you use the Setup Assistant to create a
company, the system creates sample reports that include income statements, balance sheets
and budgets, which closely match the standard financial reports you can print. You can study
these reports to learn the report writer, and adjust them to meet your reporting requirements.
Alternatively, you can create your own reports from scratch.

You use the general ledger report writer to accomplish the following:

e Create customised income statements and balance sheets. These can work in any
company, even though companies may use different charts of accounts.

e Add budget comparisons to income statements and balance sheets.
e Perform sophisticated budget analyses.
e Write specialised reports to track trends and variances.

What Values can you Use?
The report writer gives you access to the following values:

You can range on main accounts, and you can range on sub

General Ledger Actual accounts within a range of main accounts. This effectively gives
and Budget Balances you a third level of analysis within the main and sub account
structure.

The system uses financial categories to produce the standard
income statement and balance sheet reports. You can use these
in the report writer as well. You can access balances per period
per year for this year and last year.

Financial Categories

In addition to the fixed financial categories, you can create a
further set of report writer categories that you link to general
Report Writer Categories | ledger main accounts. You can use these to sub-divide financial
categories, or to create separate, unrelated, categories. You can
have up to 99 report writer categories.

As you build up a report, you can accumulate up to nine
Sub Totals separate totals that you can print and clear independently of
each other.

You can report on values directly, and you can show amount and percentage variances
between them.
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Actual balances are per period for this year and last year, and budget balances are per period
for this year, last year, and next year.

Fixed and Relative Periods

As far as periods are concerned, you specify period values in reports in one of two ways: fixed
periods, and runtime periods.

With fixed periods, you specify period ranges in the same way as you do in the rest of the
system - you choose a From and a To period. This method is simple, but, in the report writer,
there is a more flexible method.

You often create reports for the current period or a small range of moving periods. For example,
you may want to see this month's values compared to the budget for this month.

If you use fixed periods, you would have to create a report for each of these period ranges, and
you would have to choose the correct report each time. Alternatively, you would have to modify
the report each month.

Instead, you can specify periods relative to a period you enter when you actually run the report.
Using this method:

e Runtime period 0 is the current period.
e Runtime period -1 is the last period.
e Runtime period -11 is the first period in the year.

The system will not move back into the previous year when it uses runtime periods.

To print a report for the current period, enter zero in the From and To fields. To print using year
to date values, enter From -11 To 0. To print for the last three months, enter From -2 To 0.
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Report Structure
Each report contains three elements:

e Header
e Columns
e Lines

In the report header, you specify header, printing, and processing information. The most
important item in the header is the report type. You have three choices:

Multiole This lets you create up to 13 columns. You specify whether each line in the

CqurF:ms report should be a debit or a credit. Lines of the opposite sign print with
brackets around them. Use this type of report for actual / budget comparisons.

DI/Cr This lets you create up to two columns, each of which divides into a debit and
a credit sub-column. Use this type of report for trial balance type reports.

User This lets you create up to two columns, each of which divides into a left and

Defined right sub-column. For each line in the report, you choose to print in the left or
the right sub-column. Use this for balance sheet type reports.

When you define report columns, the two most important fields are:

You specify the amount to use in the column. Besides choosing an actual or
budget amount, this year, last year, or next year (for budgets), you can also

Amount ;
make a column an amount or percentage variance between two other
columns.

Period You specify per column whether it uses actual or runtime periods, and what

the period range is.
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In the lines section, you specify which values to use, and when and where to print them. Here
are some important fields you specify per line:

In this field, you can enter a description to print. In addition, you also use this
field to specify underlines. Your options are:

e You can choose a single (-) or double (=) character as the underline
character.

Description . . .
P e You can underline a specific column, all numeric columns, or the whole

line.

e You can prevent underlines from printing when no values have printed
above the underline.

In this field, you specify what values to print. For example, the formula FTI10
means, "print the total for financial category 110", which is the sales category.
When the report prints, the system uses the values in each column's amount
field to obtain the appropriate values. For example, if a column contains
current year to date values, the report line contains the year to date financial
category sales value in that column.

There are many formula options. For example:

e Instead of printing the total for sales, you can print every account that has
a sales financial category.

Formula

e You can print a range of main and sub accounts.

e The report writer can stop when the report is running and ask for a value.

You can take a formula result and put it into one of nine totals. You can then

Sub Total use these sub totals in another line's formula.
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Learning the Report Writer

Once you are familiar with the report writer, you will find it easy to use. The only way to attain
this familiarity is by actually using it. Bear in mind that the report writer is a read-only tool. It
never adjusts your data in any way. Therefore, you can experiment as much as you want.

When you create a new company with the Setup Assistant, the system creates some standard
reports for you. These mirror the standard financial reports. You can use these reports to learn
the system, and you can adjust them to suit your requirements. You may never need to create a
report from scratch.

You can copy reports within a company, or you can copy reports from another company. You
can copy the system's sample reports and change the copied ones, leaving the original reports
in place.



Chapter 5 — Customers

In this chapter, we look at customer processing, excluding
customer sales, which we look at in the Inventory chapter.

—

Lol

Customer Overview

Customer Setup and Maintenance
Customer Processing

Customer Reporting

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Customer Overview

All businesses sell to customers, which makes customer processing a key factor in an
accounting system. In this overview, we look at the various elements that make up customer
processing. In this module, however, we do not cover selling of goods to customers. We cover
that extensively in the Inventory module.

Payment Terms, Ageing, Open Item, and Balance
Forward

The system gives you powerful and flexible methods of controlling customer payments. In this
section, we cover the following concepts:

¢ Normal Payment Terms

e Ageing

e Early Payment Terms

e Open Item and Balance Forward Processing

For each customer account, you choose normal and early payment terms as well as whether to
use open item or balance forward processing.

It is important that you understand how all these concepts work together. Only then will you be
able to choose how to process your customers in the most effective manner.

Normal Payment Terms

Payment terms apply to sales on credit. You establish the period within which you expect your
customer to pay you. It is important to do this so that, should your customer not pay you on
time, you can chase up outstanding amounts. The system produces overdue reports from which
you can initiate collection measures. You can also charge interest on overdue amounts.

Payment terms can be monthly or day-based. Monthly terms work via financial periods. There
are five of these terms:

e Current
e 30days
e 60 days
e 90 days
e 120 days

If you offer current terms, the customer has to pay in the same month in which you invoice
them. Amounts that are unpaid and are more than one month old are overdue. If you offer 30-
day terms, the customer has to pay in the month after you invoice them. Amounts that are
unpaid after two or more months are overdue, and so on.

Day-based terms work on days instead of periods. The days are usually from the date of the
invoice. For example, you can give a customer terms whereby he should pay you within seven
days from the date of the invoice. If the customer does not pay you within this period, they are
overdue.

To use day-based terms, you have to create your own terms codes.
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You can also create a terms code that is a mixture of day based and period based, although this
is not common. To do this, you specify that payment is due a specified number of days after the
end of the period. If you use this kind of terms code, the system calculates the first due date
based on the number of days in the terms code, and then switches to monthly terms from then
on.

Ageing
The system measures the overdue status of a customer in the same lengths as their terms. The

system works to a maximum of five terms. For example, if a customer's terms are seven days
from date of invoice, their terms are:

1-7 days Terms

8 - 14 days Terms + 1
15-21days Terms+?2
22-28days Terms+3
29-35days Terms+4

This breakdown of outstanding amounts is the customer ageing. The ageing prints on the
customer's statement.

You can print various useful reports that show ageing and overdue information:
e The age analysis report shows the aged balances as they appear on the customer's
statement.

e The overdue report only shows customers whose amounts are overdue.

Early Payment Terms

Normal payment terms extend over time. As an incentive to encourage early payment, you can
offer customers early payment terms, also known as settlement discounts.

To do this, you create early payment terms that you offer to customers. You set an early
payment percentage discount, and you set a time-scale within which the discount applies. You
can base the time-scale on a number of days from the invoice date, or from the last day of the
period.

The system prints the settlement amount and date on each invoice.



110 e Customer Overview Chapter 5 — Customers

Open Item and Balance Forward

Ageing and payments terms all rely on the system analysing existing transactions and
determining when they are due. There are two different methods of determining ageing:

e Open Item
e Balance Forward

You set the method for each customer separately.

With open item processing, the system looks at each individual invoice for a customer, and uses
the invoice date to determine whether it is due or not.

In order for this method to work, you have to specify, each time you receive a payment from a
customer, which invoice(s) they are paying. In other words, you have to match payments to
invoices. This means additional work on your part. However, the system gives you the option of
automatically matching all payments from the oldest invoices down. If a customer pays the full
amount outstanding, you do not have to match each invoice.

With balance forward, the system does an approximation of which balances belong in which
ageing periods. It does this by reading the invoice and payment transactions for the terms
periods, accumulating all invoice values in their terms periods, and then applying all payment
values from the oldest terms period down. Whatever is left is the ageing. This method requires
no matching of payments to invoices at all.

Which method should you use? Here are some suggestions to help you decide. Instead of using
one method all the time, we suggest that you choose a method per customer in order to
optimise your processing:

e Day based terms require open item processing.

e Use balance forward processing for customers who pay you regularly and on time. If you

invoice a customer a few times a month and they invariably pay you in the next period,
there is no need to do extra work.

e If you create a cash sale account, use balance forward processing for that account.

e If you have a customer with whom you have queries on individual invoices, you need to
leave queried items unpaid, and you would like these queries to show on statements each
month, use open item.

e If you have a large number of transactions for a customer, and you need to reconcile each
payment to individual invoices, use open item.

e If you often have credits, you may want to use open item processing to track these.

e If you intend to charge interest on overdue amounts, consider open item processing, since it
will age interest charges more accurately.

e Open item ageing is more accurate than balance forward ageing.
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Customer Categories

You can group customers into different categories such as authorised dealers, registered
dealers and end users. You can create up to 99 categories. The use of categories is optional.
However, they can be useful in various situations:

e You can create a discount matrix per customer category and inventory category. This lets
you have volume based line item discounts.

e You can produce various reports in category sequence.

The system allows you to perform activities in category sequence. For example, you can
generate invoices for each customer in a category from a single template invoice.

Sales Analysis Codes

Sales analysis codes let you analyse sales performance. You usually use sales analysis codes
in two main areas:

e Sales analysis codes let you analyse salesperson performance. You can specify a
commission structure with sales targets and percentage commissions. You can base
commissions on sales or gross profit values.

e Alternatively, you can allocate sales analysis codes to other sales criteria such as
geographic areas, customer categorisation, market analysis, and so on.

You can assign default sales codes to each customer and delivery address. When you process
an individual invoice, the system defaults the sales code and users can change them. You can
make the entry of sales codes compulsory on sales documents.

The system offers you several sales analysis reports. You can see commissions for each sales
person, periodic sales totals, invoices for each sales analysis code, and more. The system
maintains current year and last year’s period totals for sales, gross profit, and commission, per
sales analysis code.

Customer Records
Customers have a six-character customer code. You assign terms and other fields, as
discussed above, to customers individually.

Besides the standard postal and delivery addresses, you can create additional delivery
addresses per customer. These let you work in a head office / branch hierarchy. You deliver
goods on a delivery address (branch) basis, and you invoice the customer (head office).

You can choose delivery methods for invoices and statements, which include printing
documents, emailing documents, or both.

You can choose whether to charge interest on overdue balances on a per customer basis.

You link each customer to a selling price regime. We look at selling prices in the inventory
module.

You can create up to five user-defined master fields. You can use the Forms Designer to add
these fields to invoices and statements.
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Customer Processing

We discuss sales of goods and services to customers in the Inventory module. Here, we look at
customer journals and payments.

You use customer journals to capture opening balances and make non-inventory adjustments to
customers. Customer journals work via the Journals and Cash Book function that we looked at
in general ledger processing. You enable customer processing per entry type, and usually you
dedicate one or more entry types to customer processing.

If you sell customers recurring non-stock services, such as maintenance, you can use the
general ledger recurring journal facility to accomplish this. However, since you usually need to
produce invoices, and you can sell service items to customers in the Inventory module, you may
wish to make use of Recurring Invoices for this function.

Customer payments occur via the same Cash Book function. For open item accounts, you can
match payments to invoices when you process the payment. Alternatively, you can match open
item payments separately, once you update the cash book batches.

Customer Reporting

The system features many powerful and sophisticated reports that let you manage your
customer database and follow up on overdue payments. You should spend some time
familiarising yourself with these reports and their options.

In addition, see the new Debtors Manager module, documented later in this manual, which
helps you manage collections and perform cash flow forecasting.
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Customer Setup and Maintenance

In this section, we look at the functions you use to set up and maintain customer elements and
customer accounts. Many of these elements apply to supplier processing as well.

Customer Control

In this function, you set up important customer processing rules and options. You access this
function via the Setup...Customers...Control menu option:

Statements I Defaults I Diescription ] Rounding

- Control Account

Customer Control |BUUDJDUU || Customer Control Account |

Cancel
Cash Book Discount |3550.-"DUU || Discount Allowed for Cash |

- Interest

Interest Account |2?502’DUU || Interest Received |

Annual % Rate
B ]

Minimum [nterest &maunt

Entiy Type |12 - Custamer Jaurnals LI

[ *wamn Overdue When Invaicing |

r Taw on Document Lines—————————— - User Defined Field:
(@ Piirt Tax Percentage |User Diefined 1 |
) Print Tax Amount oot Defined 2
() Mo Tax Printing | ser Leling, |
Default Tax Type for Financial Lines |U33' Defined 3 |
|01 -Vt - Standard rated (14.00%) =l [Dser Defined 4 |
Tax Ref. Prompt Amount | 0 I]I]| |User Diefined 5 |

The customer control account is the link between the general ledger and the customer sub-
ledger.

In the Interest frame, if you charge interest on overdue amounts, you set up these fields.
In the Tax on Document Lines frame, you specify how to show tax on invoices.
In the Defaults tab, you enter default values for new accounts.
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In the Statements tab, you set up statement options:

Configuration

i Print Optior

Paper Style
Azgistant

Plain, ‘

Single Sheet

Minimum Statement Amount Dl
Ageing Totals ta Print (0-5)
Murnber of Copies ta Print

Always Print in Balance Forward Format [£]

- Irvoic
@ Print Irwoice Tatak on Statement

O Frint Invoice Lines on Statement

Defaults I Description I Rounding

- Statement Meszage

Thiz message prints when the
Tems customer's balance is within
their temsz

This mezszage prints when the
Terms + 1 customer's oldest balance is 1
termn period after their terms

Thiz message prints when the
Tems + 2 customer's oldest balance is 2
term periads after their terms

This mezszage prints when the
Terms + 3 customer's oldest balance is 3
teim periods after their terms

Thiz mezzage prints when the
Terms + 4 customer's oldest balance is 4
term periads after their terms

Cancel

statements.

balances.

In the Rounding tab, you set whether to round invoices.

Use the Paper Style Assistant to choose the type of stationery to use when printing

Use the Minimum Statement Amount field to suppress the printing of statements with small
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Customer Documents

You use this function to set up your customer documents such as quotations, sales orders, and
invoices. We look at these documents in more detail in the Inventory module.

You access this function via the Setup...Customers...Documents menu option:

=
(uotation I Sales Order I I Credit Mote l Debit Mate I Receiptz
Original Mame User IUD -Uszer0 LI
Copy Mame (O Update on Completion of Document
Entry Type 10- Sales hd Al Wil
[ Force Cost Codes Wty of s
[ Force Sales Codes Mext Mumber IMAT0007
[ Prink Serial Mumbers Imvoice Lines Default IItem Code -
Meszage
Wwhat to Print ITax Invaice only at entry LI
Aszsistant... Single Sheet
[ oK l l Cancel l

document.

You set up each document on its own tab.

In the frame on the left, specify the name of the document, the name when you print copies,
and the name of the supporting document. Also, enter a default message that prints on the

All settings in the frame on the right are per user. You set whether to update invoices as you
complete each one, or whether to batch them. You also specify whether to use supporting
documents such as delivery notes, and when to print documents.
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Normal Payment Terms

Normal payment terms establish when you expect customers to settle their accounts or when
suppliers expect your payment. You maintain these terms in the Edit...Terms...Normal Payment
Terms menu option:

==l
Code | Day(s)| Timing oK
1 @ From Date of Invoice
{"»From Last Day of Period -
@ From Date of Invoice Eancel

{"»From Last Day of Period

@ From Date of Invaice

{_»From Last Day of Period

@ From Date of Invaice

(»From Last Day of Period

@ From Date of Invaice

(_»From Last Day of Period

@ From Date of Invaice

_»From Last Day of Period -

2

3 0

For each code, choose the number of days within which payment must be made. Choose
whether the number of days is from the invoice date or the period end date.

Early Payment Terms

An early payment term, sometimes known as a settlement discount, is a discount you offer
customers and suppliers offer you, to make payment earlier than normal. You maintain these in
the Edit...Terms...Early Payment Terms menu option:

==l

Code Discount Dayls) | Timing =

Percentage =1 ak
1 5 @ From Date of Invoice

{"»From Last Day of Period —
2 0000%) 0 |(From Dale of Invaice an=e

@ From Last Day of Period
3 0.000% 0 |{3From Date of Invaice
@ From Last Day of Period
0.000% 0 |[{yFrom Date of Invaice
(@ From Last Day of Period
0.000% 0 |[{yFrom Date of Invaice
(@ From Last Day of Period
0.000% 0 (yFrom Date of Invaice
@ From Last Day of Period -

.

o

@

This is similar to the normal payment terms window, except that here you specify a percentage
discount to apply if payment is made in time.
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Customer Categories

You can group your customers into categories such as authorised dealers, registered dealers
and end users. You can also use customer categories, along with inventory categories, to
create a price discount matrix, which we look at in the Inventory module. The use of categories
is optional.
You maintain customer categories in the Edit...Customers...Categories menu option:

(==l

Code | Description -

Diealer
Dristributar

— oo || o | en | o fra

=

-
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Sales Analysis Codes

Sales analysis codes allow you to analyse sales by sales persons, geographic areas, market
segments and so forth. Their use is optional, although you can force users to enter sales codes
on each sales document once you decide to use them.

You maintain sales codes via the Edit...Customers...Sales Analysis Codes menu option:

Edit Sales Analysis Codes =] =
QB O WOO® ®
Sales Analysiz Code | 00001 Blocked [

Description
Commizsian I This Year Totals I Last ear Taotals I Notes I Picture
Pay Commiggion On

(@ Gross Profit O Sales

Fange Periodic Target Amount Commiggion %

From R1.,000.00 ko F1,999.99 F1.000.00 5.00

From F2,000.00 anweard F2.000.00 10.00

0.00

0.00

0.00
[ LCopy Commission Structure ] [ Paste Commizzion Structure

In the Commission tab, you can specify salesperson commissions. You have two methods:

Gross Profit | The system calculates commission based on gross profit (sales - cost).

Sales The system calculates commission using the total exclusive sales value.

In the Commission Structure Table, you specify the percentage commissions based on target
values.

The system calculates commission by using each range's percentage incrementally. Using the
example in the screen above, assume a sales amount of 16000:

e The system only calculates commission on 6000, since the commissionable amount starts
at 10000.

e On the first 5000, the system calculates a commission of 250 (5% of 5,000).
e On the last 1000, the system calculates a commission of 75 (7.5% of 1,000).
e The total commission payable is therefore 325 (250 +75).

Note that you can copy commission structures between sales codes.
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Customer Accounts

You use this function to maintain customer accounts. You access this function via the
Edit...Customers... Accounts menu option:

l Edit Customer Accounts - - - X
K | Iy [T
EEd el OO ®
Account Codz ABB023 Cash Sale Account [
Description AlEott Limited Blocked []
Customer Category [DD - Mone ']
Detailz I Proceszing ] Temsz I User Defined I Balances I Motes I Scheduled Invoices I
Addreszes I Entity / Banking : i
Sage Pay Security R ating
Postal Addiess Contact Security Profile Rating is 0%
F O Box 30438586 Gerald [ |
S;rglston Telephane
Sauth Aftica +2711 856 4895 Bank Account Y alidation D 0
Fax Bank Account \enfication O O
Dlivery Address 1D Mumber Yerification O O
2 Kudu Rd Mobile Phone
Germiston
2340 Credit Check O&
South Afri Email F
oA | MewCredit Check |
Sales Code
Full Buzinezs Repart O
Additional Delivery / Contact Details. .. — e
| Mew Report Check |

If you use the Blocked check box to block an account, operators cannot post sales.
However, they can process customer payments and journals.

Use the Additional Delivery / Contact Details button to create multiple delivery addresses.
You use this, for example, to sell to branches and send a statement to head office.

The Balances tab shows sales totals and end-of-period balances for two years.
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In the processing tab, you set processing rules for the customer:

Detailz I Processing I Tems I User Defined ] Balances ] Motes
~ Currency ~ Electronic Document
Code IDD - Home curency j [¥] Custamer Accepts Electronic Documents
~ Proceszing Method ~ Document:
(&1 Open Item (") Balance Fonward Frinting IF'lint Documnent j
Contact |GB'E||EI |
- Tax .
Email | |
(@ Exclusive O Inclusive
- Statement
ELI Country I LI Printing IF'lint Statement ;I
Default Tax | Ha ta type default =l Messages | Print Oldest Terms Message |
Tas Cods | || contact [Gerald |
Tax Reference | | Email | |

The system prints the Tax Reference field on invoices. You can force the operator to enter a
tax reference if this field is blank.

In the Processing Method frame, choose between open item and balance forward
processing.

In the Documents and Statements frames, choose whether to print, email, or both print and
email or fax invoices and statements. Check the option “Customer Accepts Electronic
Documents” if the customer has agreed to receive electronic documents.

In the Terms tab, you specify how you expect your customer to pay you, and what their credit
limit is:

Cortacts I Frocessing ] User Defined I Balances ] Motes
- Term
@ Marithly Terms O DayBased Tems Freight Method
Marmal Temns I Current LI I LI
oo
Early Tems | | [Mo tems | Ship / Dieliver
Interest From |<NDNE> LI I—l
Price List |Retai = Cradit Limit
Irvenice Digcount 2
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In the Terms tab, you set customer terms using elements we looked at earlier.

Use the Price List field to set the customer’s base price, which we look at in detail in the
Inventory module.

If you set the Credit limit value, and a customer exceeds their credit limit, you can warn the
operator or prevent them from invoicing the customer.

Delete Inactive Customers / Suppliers

In the course of time, you may need to delete customers or suppliers with whom you no longer
trade. You use the Change...Delete Inactive Customers / Suppliers menu option to achieve this.

You can only delete customers with a zero balance. In the case of an inactive customer who still
has a balance, you could transfer the balance into a bad debts account so that you can delete it,
or you could block the account until the amount is collected.

You must also delete any invoice history for a customer in order to delete a record.

You usually cannot delete an account unless there are no transactions for it on the system,
which can take up to two years. For customers and suppliers, the system can transfer existing
transactions on a zero balance account to an account you create specifically for this purpose.
The account should be balance forward, and it should be set to not print statements /
remittances. You can also block the account so that users cannot process with it.

You can delete accounts by accessing their specific account numbers, or you can delete
accounts that are inactive for a specified amount of time, and leave newer zero-balance
accounts on the system.

Block Customers / Suppliers

In the course of time, you may wish to block customers or suppliers who meet certain negative
criteria. Once you block a customer record you can no longer sell to the customer, and once you
block a supplier record you can no longer purchase from the supplier. You use the
Change...Block Customers / Suppliers menu option to achieve this.

Full Accounting or Supervisor users can unblock customer and supplier records.

You can block accounts based on overdue terms, over credit limit, amount owing, last purchase
or sale date, and so on.
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Customer Processing

In this section, we look at non-inventory customer processing. Surprisingly, we have already
covered most of the functions:

e You use the Journals function we looked at in the General Ledger module to capture
opening balances, write off bad debts, and make other non-inventory adjustments.

e You use the Cash Book function to process customer receipts. In that function, you may
remember, we mentioned that for open item customers you could match a payment to an

Invoice:
Paymerts | Beceipts
- Foreign . -
Per Date GCS |Account R |Reference Description Bank Amount. Customer Discount| Exchange Rate |Project
1 |04 -01)30/06/12 C ABBO29 N | DEPOOZ Payment Thark you A15.896.00
Open Item Matching CB 1 Receipts
[ Account - ABB02S - Albott Limited
[ Reference I Date |
I DEPDO02 I 30/06/12 |
‘ Discount To Match || Discount Matched H Amount To Match || Amount Matched || Tokal To Match || Total Matchedl
[ | R15,896.00C | | 15,896, 00C |
Invoice Date Description Invoice Amount| Amount Due Digcount; Tatal Due Amount Unpaid Match
IN100016 01407411 | Tax Invoice R3470.00] R2130.00 R2,130.00 R2.130.00 [
IN100018 27/05/12 | Tax Invoice R10.460.00) R10.450.001 R10.460.00)  R10.460.00 [l
IN100021 27/05412 | Tax Invoice F5.388.46) R5.388.46 R5,385.45 R3.306.00) R2082.48 [

There is a function Overdue Customer Interest that calculates interest on overdue amounts,
which we do not detail here.




Chapter 5 — Customers

Customer Processing ¢ 123

Match Open Item

You do not have to match customer receipts to invoices when you enter the payments into the
cash book. One reason is that your cash book operator may not know which invoices to match.

The Match Open Item function matches open item transactions at any time. This function can

perform actions not available in the cash book matching process. For example, you can undo an
allocation you did previously, and then re-allocate the transactions. You access this function via
the Process...Match Open Item menu option:

Match Open Item -H
i ] (Y [T
E2E @ ()
(@ Customer ) Supplier IABBD29 |Alb0tt Limited
Mumber of Periods 1 [ Select Perinds
Process Adjustments in Period [D'I - 0140347 - 31703417 March -
= TUnallcoccated B-110.00
RC100003 27/05/716 Beceiptin BR-100.00
RC100003 27405516 Receiptin B-10.00
B3,470.00 01/07/15
DEPOOL R-2,000.00 21/05/16 CB 1 Becei
IC100001 B-50.00 Z7/05/18& Sales Cred
PO0GO003 R-2Z,550.00 27/05/1¢6 P05 Journa
IN10001E R10,4€0.00 27/05/1¢€ Sales B10,4&80.00 Due
IN100021 B5, 388.48 Z7/05/18 Szles R5, 388.48 Due
IN1000Z3 B3,4Z0.00 27/05/1e Szles B3,420.00 Due
IN100027 Rl,425.56 08/05/1¢ Sales R1,6425.5¢€ Due
IN1000Z2% B3,420.00 01703717 Sales R3,420.00 Due

The first lines in the table show unallocated payments or receipts.

The rest of the table shows each invoice. The plus sign indicates that you have matched
allocations to the invoice. If you click the plus sign, it shows the allocations. You can drag
unallocated amounts over invoices to match them.
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Customer Reporting

You access customer reports via the View...Customers menu option. You have the following

customer reports available:

Accounts Listing

This report shows a list of your customer master file
records.

This shows customer ageing based on their payment

Age Analysis terms.
Balances This report shows balances for a range of customers.
Categories This lists the customer categories.

Delivery Addresses

This lists the delivery addresses per customer.

Detailed Ledger by Customer

This report shows customer transactions.

Detailed Ledger by Entry Type

This report shows all customer transactions in entry type
sequence.

Invoices Due

This shows invoices due for accounts and payment terms.

Labels

This lets you print customer labels.

Labels Using Microsoft Word

This lets you print customer labels via Microsoft Word.

Open Item History

This report helps you match open item transactions.

Outstanding Quotes / Back
Orders Details by Customer

This shows quotation/sales order lines and totals per
customer.

Outstanding Quotes / Back
Orders Details by Item

This shows quotation/sale order lines or totals per inventory
item.

Outstanding Quotes / Back
Orders Details by Sales Code

This shows quotation/sale order lines or totals per sales
code.

Outstanding Quotes / Back
Orders Summary

This shows a one line summary of quotations / sales
orders.

Overdue Customer Report

This report shows overdue customers.

Print Documents

This lets you print or reprint documents such as orders and
invoices.

Print Letters

This lets you email or print letters to your customer
database using the Note facility.

Print Letters Using Microsoft
Word

This lets you email or print letters to your customer
database via Microsoft Word.

Sales Analysis Codes
Commissions

This report produces a commission statement for a range
of sales analysis codes.
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This report shows a list of invoices that make up the

les Analysi Invoi - .
Sales Analysis Codes Invoices periodic sales total of a sales analysis code.

This report lists all sales analysis codes, their description

Sales Analysis Codes List (name) and the commission method used to calculate their

Codes 7=

commissions.
Sales Analysis Codes This report shows the period totals for a range of sales
Periodic Totals analysis codes.

This report lets you analyse sales and gross profit by

Sales by Customer customer.

Sales by Item This report lets you analyse sales and gross profit by item.

This report lets you analyse sales and gross profit by sales

Sales by Sales Code code.

The sales journal shows sales you process in the Process

Sales Journal .
Customers function.

Statements This prints customer statements.

This report is identical to the Age Analysis report, except that

Tax Age Analysis it shows only the tax portion of the balance in each period.

Graphs You can create graphs of your activity.
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In this chapter, we look at supplier processing, excluding
supplier purchases, which we look at in the Inventory
chapter.

—

ol

Supplier Overview
Supplier Setup and Maintenance
Supplier Processing

Supplier Reporting

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Supplier Overview

Most businesses purchase goods from suppliers. If you do, supplier processing is a key factor.

In this overview, we look at the various elements that make up supplier processing. We do not
cover purchasing of goods from suppliers. We cover that extensively in the Inventory module.

Payment Terms, Ageing, Open Item, and Balance
Forward

The system gives you powerful and flexible methods of controlling supplier payments.
In this section, we cover the following concepts:
¢ Normal Payment Terms

e Ageing

e Early Payment Terms

e Open Item and Balance Forward Processing

For each supplier account, you set normal and early payment terms as well as whether to use

open item or balance forward processing.

It is important that you understand how all these concepts work together. Only then will you be
able to choose how to process your suppliers in the most effective manner.

Normal Payment Terms

Payment terms apply to purchases on credit. You and your supplier establish the period within
which you have to pay for goods you purchase. The system produces overdue reports that let
you manage your supplier positions.

Payment terms can be monthly or day-based. Monthly terms work via financial periods. There
are five of these terms:

e Current
e 30days
e 60 days
e 90 days
e 120 days

With current terms, you have to pay the supplier in the same month in which they invoice you.
Amounts that are unpaid and are more than one month old are overdue. If you receive 30- day
terms, you have to pay in the month after you receive the invoice, and so on.

Day-based terms work on days instead of periods. The days are usually from the date of the
invoice. For example, you can have terms whereby you have to pay within seven days from the
date of the invoice.

To use day-based terms, you have to create your own terms codes.
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Ageing
The system measures the overdue status of an account in the same lengths as their terms. The

system works to a maximum of five terms. For example, if a supplier's terms are seven days
from date of invoice, the terms are:

1-7 days Terms

8 - 14 days Terms + 1
15-21days Terms+2
22-28days Terms+3
29-35days Terms+4

This breakdown of outstanding amounts is your supplier ageing. You can print various useful
reports that show ageing and overdue information:

e The age analysis report shows the aged balances per supplier.

e The overdue report only shows suppliers whose amounts are overdue.

Early Payment Terms

Normal payment terms extend over time. As an incentive to encourage early payment, you can
receive offers of early payment terms, also known as settlement discounts. To do this, you
create early payment terms that your supplier offers you.

Open Item and Balance Forward

Ageing and payments terms all rely on the system analysing existing transactions and
determining when they are due. There are two different methods of determining ageing:

e Open Item
e Balance Forward

With open item processing, the system looks at each individual invoice for a supplier, and uses
the invoice date to determine whether it is due or not.

For this method to work you have to specify, each time you make a payment, which invoice(s)
you are paying. In other words, you have to match payments to invoices. This means additional
work on your part. However, the system gives you the option of automatically matching all
payments from the oldest invoices down. If you pay a supplier the full amount outstanding, you
do not have to match each invoice.

With balance forward, the system does an approximation of which balances belong in which
ageing periods. It does this by reading the invoice and payment transactions for the terms
periods, accumulating all invoice values in their terms periods, and then applying all payment
values from the oldest terms period down. Whatever is left is the ageing. This method requires
no matching of payments to invoices at all.
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Which method should you use? Here are some suggestions to help you decide. Instead of using
one method, we suggest that you choose a method per supplier in order to optimise your
processing:

e Day based terms require open item processing.
e Use balance forward processing for suppliers you pay regularly and on time.

e If you have a supplier with whom you have queries on individual invoices, you need to leave
gueried items unpaid, and you would like these queries to show on remittances each month,
use open item.

e If you have a large number of transactions for a supplier, and you need to reconcile each
payment to individual invoices, use open item.

Supplier Categories

You can group suppliers into different categories. You can create up to 99 categories. The use
of categories is optional. However, they can be useful in various situations. For example, you
may to group suppliers by the type of product you purchase, by area, and so on. You can
produce various reports in supplier category sequence.

Supplier Records

Suppliers have a six-character code. You assign terms and other fields, as discussed above, to
suppliers individually.

You can choose delivery methods for invoices and remittances, which include printed
documents, emailed documents, or both.

You can create up to five user-defined master fields. You can use the Forms Designer to add
these fields to invoices and remittances.

Supplier Processing

We discuss purchases of goods from suppliers in the Inventory module. Here, we look at
supplier journals and payments.

You use supplier journals to capture opening balances and make non-inventory adjustments to
suppliers. Supplier journals work via the Journals and Cash Book function that we looked at in
general ledger processing. You enable supplier processing per entry type, and usually you
dedicate one or more entry types to supplier processing.

Supplier payments occur via the same Cash Book function. For open item accounts, you can
match payments to invoices when you process the payment. Alternatively, you can match open
item payments separately, once you update the cash book batches.

You also have a facility called the Remittance Assistant. This will calculate the payments you
are required to make to your suppliers, using the terms fields we discussed earlier. The system
lets you choose which invoices to pay, and whether to pay lesser amounts. It then creates the
payments, processes them, and even prints cheques and remittances.
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Supplier Reporting

The system features many powerful and sophisticated reports that let you manage your supplier
database and overdue payments. You should spend some time familiarising yourself with these
reports and their options.

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Supplier Setup and Maintenance

In this section, we look at the functions you use to set up and maintain supplier elements. We
have already looked at some of these elements, such as normal and early payment terms, in
the chapter on customers. We will not repeat these here.

Suppliers Control

In this function, you set up important supplier processing rules and options. You access this
function via the Setup...Suppliers...Control menu option:

Remittances I Defaults I Description

- Control Account:

Supplier Control |E|DUU:"IDDU || Supplier Contral Accaunt |

Cash Book Discount |2?UUJDDU || Discount Received for Cash |
- Taxon Document Lines——————————————— - User Defined Field:
(@ Frint Tax Percentage -
O Print Tax Amount |USE' Defined 1 |
() Mo Tax Printing
Default Tax Type for Financial Lines |USET Defined 2 |
01 -vat - Standard rated (14.00%) =]
- Goods Received Motes |L|SEI Defined 3 |
@ Mandatory
O Mever |User Defined 4 |
Aocal Account -
|91 004000 || GRM Accrual Account ‘ |USE[ Defined 5 |

The supplier control account is the link between the general ledger and the supplier sub-
ledger.

In the Tax on Document Lines frame, you specify how to show tax on invoices.

The Goods Received Notes frame is important for processing purchases. We look at it in
detail in the Inventory module.

In the Defaults tab, you enter default values for new accounts.




Chapter 6 — Suppliers

Supplier Setup and Maintenance e 133

In the Remittances tab, you set up remittance printing options:

Configuration

Frinting

Paper Style
Azzistant...

Plain,

Single Sheet

O

Always Print in Balance Forward Format
Age on Remittances

Ageing Totals to Print [0-5]

UL e

Mumber of Copies to Print

| Defaults |

Remittance Meszage

Description

Thiz meszage prints on the

Supplier's remittance advice.

Use the Paper Style Assistant to choose the type of stationery to use when printing

remittances.

Supplier Documents

You use this function to set up your supplier documents such as purchase orders, goods
received notes, and supplier invoices. We look at these documents in more detail in the

Inventory module.

You access this function via the Setup...Suppliers...Documents menu option:

Purchase Order | GRM |

Supplier Irnvoice
Copy Supp. Inw
Suppl. Inv Copy

14 - Purchages hd

Qriginal N ame
Copy Mame
Supparting Marme
Entry Type

Force Cost Codes

0] Print Serial Numbers

Meszage

| Retur / Debit

==

‘ Credit to Supp.

[00-User o

Uger

(O Update on Completion of Document
@ Update in Batch Mode

[ #how On Hold
Mumber of Copies
Next Humber

Invoice Lines Default

=

PHA10001
Abbreviation -

what to Print |Suppher Invoice only at entry j
Pap_er Style Flain,
Agsistant... Single Sheet
l oK l [ Cancel l
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In the frame on the left, specify the name of the document, the name when you print copies,
and the name of the supporting document. You can also enter a default message that prints
on the document.

In the frame on the right, all settings are per user. You choose whether to update invoices as
you complete each one, or you can batch them. You also specify whether to use supporting
documents, and when to print documents.

Supplier Categories

You can group your suppliers into categories such as the type of products they supply, area,
and so on. You maintain customer categories in the Edit...Suppliers...Categories menu option:

&=

Code | Description -

Intemational

-

Delete Line

=

= ofoo|~| ||| |r

o
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Supplier Accounts

You use this function to maintain supplier accounts. You access this function via the
Edit...Suppliers... Accounts menu option:

l Edit Supplier Accounts E S|
] 4 Iy [T
2Hd A h WOO® ®
Account Code COMODT Blocked []
Description
Supplier Categary ’ 00 - Mone -
Detailz I Processing I Balances I Uszer Defined ] Motes
Addresses I Entity / Banking - ;
Sage Pay Securnty Rating
Postal Addrass Contact Securty Profile R ating iz 0%
P O Box 292923 Adriah Dubbery | |
Maunt Yiew Telephone
9400 K Bank Account ' alidation | o
03432 9576
Bepy Bank Account Werification O @
03 432 9876 ID Nurnbes Yerfication O
Physical Address I abile Phone
25 Greer? Street Credit Chack 0 o
taunt Yiew B —
Mew Credit Checl
Full Buziness Report | o
[ew Repart Check

In the Processing Method frame, choose between open item and balance forward
processing.

In the Terms frame, you set the supplier terms using elements we looked at earlier.

In the Printing frame, you can choose to print, email, or both print and email, invoices and
remittances.

The Balances tab shows purchases totals and end-of-period balances for two years.
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Supplier Processing

In this section, we look at non-inventory supplier processing. As with customers, we have
already covered most of the functions:

e You use the Journals function we looked at in the General Ledger module to capture
opening balances and make other non-inventory adjustments.

e You use the Cash Book function to process payments to suppliers. In that function, you may
remember, we mentioned that for open item customers you could match a payment to an
invoice.

e You use the Match Open Item function we looked at in the chapter on customers, to match
and un-match open item transactions after you post the cash book batch.

Supplier Remittance

Instead of manually paying each supplier, you can use the Remittance Assistant to determine
which suppliers you need to pay, prepare the payment transactions, and print cheques and
remittances, all on an automatic basis. This feature only works with open item suppliers.

To access this function, open the cash book you use to pay suppliers, and click the Payments
tab. Ensure that the batch file is empty. Click the Batch button, and choose the Remittance
Assistant option.

In this Assistant, you choose a range of suppliers and a processing date. Once you do so, the
system prepares a list of all the supplier invoices that are due, using each account's payment
terms. If there are early payment offers, the system calculates the early payment discount:

Remittance &ssistant IEI
Sgggier Supplier Description Due Date Invoice Reference|  Amount Due Discount| Amaount to Pay| Pay
H&RO0T | Hard Driving Computers 0312413 SUPPLIER INVOICE # 000001| R471,736.56 R471.736.56

Tatal Amount to Pay | B471,736.56
Back ] ’ M ext ] ’ Cancel l
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In the Discount column, you can edit the discount value.

Check the Pay check box to pay the full amount, uncheck the check box to not pay the
invoice, or edit the amount to pay a lesser amount.

The system updates the total amount to pay as you process.

Once you complete your selection, you then choose whether to print nothing, print cheques, or
print remittances with cheques. If you choose not to print, the system creates the batch, which
you then update manually. If you choose a print option, the system updates the batch and prints
the documents you choose.
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Supplier Reporting

You access supplier reports via the View...Suppliers menu option. You have the following
supplier reports available:

Age Analysis This shows your aged balances with your suppliers.
Balances This shows your balance for each supplier.
Cheques This lets you print supplier payment cheques.

Detailed Ledger by Entry Type | This shows supplier transactions in entry type sequence.

Detailed Ledger by Supplier This shows supplier transactions in supplier sequence.
. This shows invoices due in terms of the payment terms
Invoices Due ;
your suppliers offer you.
Iltems per Supplier This report lets you analyse purchases by supplier.
Labels This lets you print supplier labels.

Labels Using Microsoft Word This let you print supplier labels via Microsoft Word.

List Suppliers This shows your supplier details.

Outstanding Orders / GRNs This report shows purchase order or GRN lines or totals per
Details by Item inventory item.

Outstanding Orders / GRNs This report shows purchase order or GRN lines or totals per
Details by Supplier supplier.

Outstanding Orders / GRNs This shows a summary of orders or GRNSs.

Overdue Supplier Report This report shows overdue transactions.

This lets you print or reprint documents such as supplier

Print Documents L
invoices.

This lets you email or print letters to your supplier database

Print Letters directly using the Note facility.

Print Letters Using Microsoft This lets you email or print letters to your supplier database
Word via Microsoft Word.
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Purchases Journal This lists your purchases in detalil.

Remittances You print a remittance to show suppliers what you are

paying.
You use this report when you intend to switch from the

Tax Age Analysis normal (invoice based) VAT to Payment / Cash Based VAT
tax method.

Unmatched Open Item This shows open item transactions you still have to match.

Graphs You can create graphs of your activity.







Chapter 7 — Inventory

In this chapter, we look at inventory processing, including
customer sales and supplier purchases.

— Inventory Overview
Inventory Setup and Maintenance

Inventory Processing

Lol

Inventory Reporting

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Inventory Overview

The Inventory module is where you do most of your processing work if you purchase and sell
goods. This module includes:

e The creation and maintenance of the inventory master file as well as related items.
e Inventory journals to adjust quantities and costs and/or enter opening balances.
e Purchasing from suppliers and selling to customers.

You should read this overview thoroughly so that you obtain a broad understanding of the
system's capabilities.

Inventory Integration

When you process sales or purchase transactions, the system updates a customer control
account or a supplier control account in the general ledger. To keep the general ledger in
balance, the system needs to create a contra entry. The contra entry can happen in two ways,
depending on whether you wish to integrate inventory into the general ledger:

No Inventory Sales transactions update an income statement sales account, and
Integration purchase transactions update an income statement purchases account.

The system maintains an inventory balance sheet account. This reflects the
cost value of your inventory. The system creates additional general ledger
transactions. For example, when you sell an item, the system moves the
item's cost value from the inventory account to a cost of sales account. In
some countries, the terminology for this method is "perpetual inventory".

Inventory
Integration

If you do not integrate inventory, the general ledger does not automatically reflect any inventory
activity. If you want to see a meaningful balance sheet, you need enter manual journals to bring
the inventory account up to date. You would derive the value of these journals from your
inventory reports.

Which method should you use? There is no simple answer to this question. Here are some
considerations:

e If you are primarily a service organisation, and you do not sell many physical items, do not
integrate inventory.

e If you mainly sell physical goods, you should consider integration.

e If you control your inventory accurately, and you do not allow the theoretical quantity on
hand to be negative, you should integrate inventory.

e If your theoretical quantity on hand is often negative, and inventory costs vary considerably,
non-integration is a better way to go.
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Inventory Groups

You can use inventory groups for two purposes:
e To control inventory integration into the general ledger.

e To let you categorise your inventory into logical areas.

You must use inventory groups for integration, but you do not have to use them as categories.

An inventory group consists of a set of general ledger accounts. You link each inventory item to
an inventory group. For integration purposes, you only need one inventory group. If you use the
Setup Assistant to create a company, the system creates one or more inventory groups for you.

Inventory groups control the amount of detail you can see in the general ledger. For example,
you can create one inventory group for all your inventory items. All inventory activity will update
the same general ledger accounts. However, you may need to see some key inventory values
separately in your general ledger. For example, if you pay royalties on sales of certain items,
you may like to see them separately in the general ledger.

You achieve this by creating additional inventory groups, each of which contains its own set of
general ledger accounts. This gives you the analysis you require. You also gain two additional
benefits:

e You can see the financial implications of groups of inventory items in your business.

e You can use general ledger budgets to budget inventory activity and track performance of
these groups.

Integration accounts do not have to be unique per inventory group - you can use the same
account in one or more groups. You can therefore have many groups, all sharing the same
sales account but using a different inventory account, or the other way around.

In fact, instead of analysing groupings of inventory in your general ledger, you may prefer to
analyse them within your inventory system only. To do this, you also create additional inventory
groups. However, you give each group the same integration accounts. This way, there is no
inventory analysis in the general ledger. You then achieve your analysis by means of inventory
reports, many of which you can run in inventory group sequence. These reports give you totals
per inventory group.

If you use both physical and service items, which we discuss later, you usually have separate
inventory groups for service and physical items.

Note that you can also use inventory categories for analysis, and they do not contain general
ledger accounts.
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Inventory Cost Prices

The system maintains two cost prices for inventory items:

This is the latest purchase price for the item. The system updates this price

Last Unit Cost when you purchase or manufacture an item.

The system uses this cost to take items out of inventory, for example, when
Average Cost | you sell an item. The system calculates a new average cost each time you
put items into inventory.

The system calculates average cost as follows:

e The system calculates the current total cost of the item (A) as the current quantity on hand
multiplied by the average cost.

e The system calculates the total cost of the items moving into inventory (B) as the cost of the
new item multiplied by the quantity coming into inventory.

e The system calculates the new total cost (C) by adding totals A and B.

e The system calculates the new total quantity on hand (D) as the sum of the original quantity
on hand plus the quantity coming into inventory.

e The system divides the new total cost (C) by the new total quantity on hand (D) to arrive at
the new average cost.

For example, 10 items are on hand and the average cost is 100.00. We now purchase another
10 items at a cost of 110.00:

e The current total cost is 10x100.00 = 1000.00

e The new costis 10x110.00 = 1110.00

e The new quantity on hand is 10+10 = 20

e The new total cost is 1000.00+1110.00 = 2110.00
e The new average cost is 2110.00/20 = 105.50

To re-iterate the rules:
e The system takes items out of inventory at the average cost.

e The system re-calculates the average cost each time inventory moves in.
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You also need to be aware of how the system uses average costs in earlier periods:
e The system maintains an average cost per period for each inventory item.

e If you purchase an item in a period, the system calculates a new average cost at that
period, and sets the average cost from that period onwards as the new average cost.

e The system always takes items out of inventory at the latest average cost, irrespective of
the period in which you are processing. This is to ensure that the general ledger inventory
account remains in balance. If you do a valuation report at an earlier period, however, the
system uses that period's cost.

Negative Inventory Quantities

We have touched on negative inventory quantities in the previous sections. However, it is an
important subject, and we need to consolidate the issue so that you understand it clearly.

The system gives you the option of allowing negative quantities. If you do not allow negative
quantities, and you attempt to sell items when there are insufficient quantities on hand, the
system will not allow you to invoice the item.

This may seem harsh, especially if you know that you have the items physically on hand! After
all, perhaps the items arrived earlier, and you have not processed the purchase in the system
yet.

Where negative quantities can be a problem is with the calculation of the item's cost. Once an
item is negative or zero and new items arrive, the system uses the last cost as the item's cost. If
you entered an incorrect cost, or if your costs for the item fluctuate considerably, your gross
profit statistics will be inaccurate. The costs and inventory values the system writes into the
general ledger will also be inaccurate, and they will be hard to adjust.

We therefore recommend that, if you are in a situation like this, you turn inventory integration
off. You can then take the time, on a regular basis, to analyse your inventory via inventory
reports, make adjustments, and then post relatively accurate values to the general ledger. In
this situation, you will of course allow negative quantities.

If you leave integration on, you should only allow negative quantities if your cost prices are
stable and if you occasionally have a negative quantity issue as outlined above.

If negative quantities occur frequently in your company, and there is no purchasing processing
backlog, you should ensure you know why they are occurring. Usually, there is some type of
operational problem. For example, perhaps operators are purchasing items into the incorrect
inventory accounts.
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Inventory Categories

You can create up to 999 inventory categories. You can run many inventory reports in category
sequence. These reports give you totals per category.
The use of categories is optional.

You can use inventory categories along with customer categories to create a price discount
matrix, which we look at later in this overview.

Since you can also use inventory groups for analysis, you could have two separate types of
analysis active simultaneously.

Inventory Items

You can set up each inventory item to work in a number of different ways. Here we look at some
of the main fields/concepts.

Fixed Description / Change While Invoicing

In this field, you specify how the system should handle the Description, Unit, and Cost Price
fields when you sell the item. Your options are:

. The system uses the item's Description, Unit and Cost Price fields on
Fixed . . ) A o
- the item file. You cannot change these fields while invoicing. This is
Description / Cost .
the safer setting.

The system uses the item's Description, Unit and Cost Price fields on
the item file. You can change one or more of these fields on an
invoice. Some reasons you may wish to do this are:

e You have outwork done for a customer and you wish to enter

details.
. e You purchase and sell an item on a one-off basis (buyouts), and
Change While you use a single inventory item for these.
Invoicing

e You sell very similar items and perhaps do not need to track each
item individually.

e You buy and sell the same item in different colours, sizes and so
on, and would like to differentiate them on invoice lines.

If you change one or more of these fields in the invoice, the item file
itself does not change.
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Show Quantity and Unit

You can specify whether, on the invoice, you wish to show quantity and unit fields. Sometimes,

you do not want to show these. For example:

e You can create items for services such as maintenance contracts, fees, postage, or
delivery.

e You may need to invoice out consultation hours as a single charge, without specifying
hours.

Even if you do not show these fields, each time you use the item the system increments its
selling quantity field by one. This enables you to monitor usage statistics for the item.

Physical / Service Items

With most inventory items, you purchase tangible items to either sell or further process before
selling to the customer. We call these physical items. Service items are generally intangible
items such as maintenance contracts, hours worked, delivery charges, and so on.

Physical items work as follows:

e The system maintains a quantity on hand for these items. If there are insufficient quantities
on hand, the system can warn or prevent you from selling the item.

e You can purchase physical items and therefore can adjust their quantities.

e Physical items have an average cost determined by the purchase price and the quantity on
hand.

Service items work as follows:

e The system does not maintain a quantity on hand for service items - there is always zero on
hand. However, you can sell any number of service items. A good example of this is
consulting hours.

e Since service items do not have quantities, you cannot use them in inventory journals, nor
can you reorder them.

e You cannot purchase service items to bring in quantities or adjust their moving average
cost. However, you can include service items in supplier invoices. You use these, for
example, to enter your supplier's delivery charges.

e Service items may or may not have a cost. For example, a maintenance contract may not
have a separately identifiable cost, while delivery or consulting hours may have.

If you use both physical and service items, you usually have separate inventory groups for
service and physical items.



148 e Inventory Overview Chapter 7 — Inventory

Selling Prices

The system is extremely flexible with regard to inventory selling prices. The following prices are
available:

You can create up to ten price lists for each inventory item. You can name

Price Lists these price lists.

Special Price You can create a date-sensitive special price for each inventory item. You
P would use this, for example, to put items on special for a short period.

Future Price When you prepare new selling prices, you can calculate and prepare a

Lists future price list in advance for each of the standard list prices.

You can create quantity-based percentage discount matrixes per customer
category and per inventory category. You use this, for example, to create
volume-based discounts, and/or to sub-divide price lists further. Note that
the discount matrix percentage displays as a line item discount.

Discount Matrix

You can create a quantity-based price list for each customer per inventory
item. You can also have an expiry date for each of these. This lets you
Customer Price | negotiate specific prices for specific inventory items with your customers.
List For foreign currency customers, customer prices are in their currency. This
lets you set up prices that do not keep on changing as the exchange rate
changes.

When you sell an inventory item to a customer, the system checks for all the possible prices and
applies them automatically based on a price hierarchy:

e Customer specific prices (prices per customer per inventory item) are the strongest prices. If
a valid customer price exists for an inventory item, the system always uses that price,
irrespective of whether there is a lower price available via a different mechanism.

e |If there is no customer specific price, the system checks to see if there is a discount matrix
(discount per customer category per inventory category) in effect. If there is, the system
checks to see whether there is a special price:

» If there is a special price, the system uses the lower of the discount matrix price and the
special price.
» If there is no special price, the system uses the discount matrix price.
e If there is no customer price and no discount matrix price, the system checks to see if there
is a special price. If there is, the system uses the special price.

e Finally, if no above checks yield a price, the system uses the item based price list price
assigned to that customer.
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The following chart illustrates the above logic graphically:

Yes ls there a customer
price for this tem?
No
L 4
Iz there a discount Calculate the
matrix for this Yes discount price on the
customer's category *|  customer's price list
and inventory item’s and store it
category?
No
L 4 L
Is there a special Is there a special
price for this tem? price for this tem?
No Yes No Yes
Y ¥ ¥
== the s the =z the Use the Use the lower of
customer customar's zpecial price. calculated the calculated
specific price list discount discount price and
price. price. price. the special price.

Discount Types

Once the system determines and presents a price/discount on an invoice, other discounts come
into play. There are three possible discounts, all of which can apply simultaneously:

This is a discount per invoice line item. If you use the discount matrix, and it

Llne Item applies, the discount percentage defaults to the discount matrix percentage.
Discount o .

The user can enter or change the line item discount.

This applies to the document as a whole. In customer maintenance, you set

a default discount percentage for each customer, which you can change per
Overall N s ) )
Discount invoice. Note that you can exclude specific inventory items from being

subject to this discount, which you do in inventory maintenance. For
example, you usually do not allow discounts for postage or low-profit items.

This is an incentive discount for early payment. You create early payment
Early Payment | codes, which specify a percentage and a time element. You then assign a
Discount default code to each customer, which you can override per invoice. On the
invoice footer, the system prints the date and amount for the early payment.
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Note that users can only change fields that affect the invoice value if they have permission to
change selling prices. You set this per user in Setup Users / Passwords function. Users who
have permission can edit the discount fields as well as the selling price field.

Even these overrides are subject to some control. You can specify the maximum selling price,
maximum line item discount percentage, the maximum invoice discount percentage, and the
minimum gross profit. These global values apply across the board.

Before you start designing and setting up your prices, you need to understand this price
hierarchy, so that you can use the mechanisms that suit your company's selling price policies.

It is important to remember that you can use any of these elements on a restricted basis. For
example:

e You may have a special customer whom you need to treat differently with regard to one
inventory item. You would therefore create one customer price in that customer's price list.
All other pricing for that customer is standard.

e You may want to have volume-based discounts for one specific customer category only,
such as dealers. You would then create a customer discount matrix for that customer
category only. All other customers would have normal pricing.

Future Prices
Future prices are a very useful, but unique feature, of the system. They work as follows:

e For each of the 10 standard selling prices, the system also has a future price. You use the
future price to prepare new selling prices in advance.

e You can copy the current selling prices to the future selling prices in one operation. You can
do this for a range of items, or for all items.

e At the same time, or separately, you can adjust and round the prices on a global basis. At
any time, you can edit inventory future prices individually.

e Once you prices are correct, you can print price lists using the future prices, and you can
print inventory labels showing future price lists.

e When the time comes to change to the new prices, you run a price changeover routine that
swaps the current prices and future prices around. From that time on, the system uses the
new prices. We swap the prices so that if there are any errors (perhaps you edited a price
incorrectly), you can see the old price on the item file and adjust the new current price.



Chapter 7 — Inventory Inventory Overview e 151

To illustrate the power of future prices, here is another way you can use them. Assume you are
having a sale for one week, and that you are decreasing prices across the board by 15%. To do
this:

e Copy all current prices to future prices.
e Decrease all future prices by 15%.

e The day the sale starts, run a price changeover and sell to all customers at 15% off their
normal prices.

e Once the sale expires, run the price changeover again to restore prices back to normal.

This method is far better than adjusting your current prices downward by 15% and then upward
again. Besides the fact that the upward percentage is not 15% (it is approximately 13.04%), you
will also need to round the selling prices again.

Note that this technique is different from using the special price:

e It decreases each price list by 15%, whereas the special price applies the same price to
every customer.

e Discount matrix prices, which work off the standard prices, also adjust if you use this
technique. Special prices can also affect discount matrix prices in that if the special price is
lower than the discount matrix price, the system uses the special price instead.

Inventory Journals

You use inventory journals to adjust inventory prices and quantities. Inventory journals can
accomplish the following:

Opening Balances You can enter opening quantities and cost values.

You can transfer between different items, if, for example, you

Transfers purchased into the incorrect item code.

If you use the Multi-Store add-on module, you can transfer

Store Transfers guantities between different stores.

You may enter an incorrect purchase price that distorts the moving
average cost. You would then need to calculate and adjust the
average cost.

Average Cost
Adjustment

You may have lost or damaged items that you need to write off.
Quantity Adjustments | Note, however, that the system has a dedicated function that fully
handles stock takes. We look at this function next.

You cannot adjust service items in inventory journals. Service items do not have a quantity.
However, they can have a cost. You edit these costs in the item master file.
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Count Inventory (Stock-Take)

This function lets you perform stock takes. It allows you to confirm that the system's theoretical
quantities agree with the physical quantities you count manually. If there are differences, the
system creates inventory journals to correct the theoretical quantities.

The process works as follows:
e The system takes a snapshot, or copy, of the theoretical quantities on hand at a point in
time. You can include all or a range of inventory items.

e You then count your actual quantities before you move any items physically into or out of
stock. Once the physical count is complete, you continue processing as normal.

e You then enter the physical quantities into the system.

e The next phase is to produce the count variance report, which shows any differences
between the physical counted quantities and the snapshot quantities. If necessary, you can
adjust any physical quantities as above.

e Once you resolved any differences, you instruct the system to update the variances. The
system makes the adjustments via inventory journals. If there are no differences to update,
you can clear the snapshot without updating.
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Purchasing and Selling

We use the term "document processing” to cover all aspects of purchasing inventory from
suppliers and selling goods and services to customers.

Document Types

The system has several types of documents for customer and supplier processing. For
customers, you can process:

Quotation

You can prepare estimates or quotations for your customers.
Quotations do not affect inventory quantities or any other values.
When a customer agrees to your quotation, you can link it to a sales
order or an invoice. You can decide whether to use all item lines or
not.

Sales Order

You can process a sales order prior to an invoice. You set globally
whether sales orders reserve inventory quantities or not. You can link
a sales order to an invoice.

Invoice

You process an invoice when your customer actually buys from you.
The invoice updates inventory quantity on hand and the customer's
balance.

Recurring Invoice

You can create recurring invoices, which you copy each month to the
normal invoice batch. Invoices can recur at intervals longer than one
month.

If your customer returns part or all of the items on an invoice, you

Credit Note process a credit note. For open item customers, you can link the credit
note to an invoice.
If you have left an item off an invoice, or you wish to reissue a

Debit Note returned item, you can use a debit note. You can match the debit note

to its original invoice for statement printing purposes.

Time and Billing
Invoice

If you use the Time and Billing add-on module, the system generates
an invoice batch from timesheets into this document type. You
process it in the same manner as a normal invoice batch.
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For each document, you can also print a supporting document. This has a different name from
the document itself, and it does not print financial values. Some uses of supporting documents
are:

A picking slip is usually a supporting document of a sales order. You
Picking Slip give it to your store, so that store personnel know which inventory items
to draw for the order.

If you deliver goods to one location and then post or deliver the invoice
to another location, such as a head office, issue a delivery note to ship
with the delivery of goods. A delivery note is a supporting document of
an invoice.

Delivery Note

For suppliers, you can process the following documents:

You can process a purchase order when you purchase goods. This
Purchase Order helps you track what you have on order. You can link a purchase order
to a goods received note or a supplier invoice.

You can process a goods received note to bring goods into your
company prior to receiving a supplier's invoice. This step is optional, but,
if you decide to use GRNs, you must always use them.

Goods Received
Note

You process a supplier invoice when your supplier invoices you. The
invoice updates the supplier's balance. If you do not use GRNs, the
Supplier Invoice invoice also updates the quantity on hand and the purchase or inventory
value. If you use GRNs, you must link each supplier invoice line to a
GRN line.

If you return part of or all of the items to a supplier, you process a
Return to Supplier | supplier return. For open item suppliers, you can link the return to
supplier to an invoice.

If your supplier leaves an item off an invoice, or reissues a returned
Credit to Supplier | item, you can use a credit to supplier document. You can match this
document to the original invoice for remittance purposes.
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GRN Processing

Goods received notes (GRNSs) give you an optional method of purchasing which, under some
circumstances, lets you get more accurate gross profit values at a cost of some extra
processing.

When you receive goods from your supplier, you do not always receive the supplier's invoice at
the same time. However, you need to get the inventory into the system so that you can sell it to
customers. Even if you do receive the invoice, if you are close to the end of the month you may
want to hold off processing the invoice for a few days in order to move it into the next month.

You can cater for these circumstances simply by allowing your inventory quantities to go
negative, and then process the supplier invoice later. However, this could distort your gross
profit values.

Another issue you may have if you do not receive the invoice is that you may not know the exact
cost of the items you are purchasing.

GRN processing overcomes all these issues. The process is as follows:

e You receive inventory by means of a GRN. You enter quantities and cost prices on the
GRN, and it updates as you complete the document. However, instead of crediting the
supplier account with the invoice balance, the GRN credits an accrual account.

e When you process the supplier invoice, you link to one or more GRNs and copy lines from
the GRN to the supplier invoice. You can change the cost price if it is not accurate.

e When you post the supplier invoice, the system debits the accrual account with the original
value it credited at the GRN stage, and credits the supplier account with the value of the
supplier invoice. If there is a variance between the prices entered on the GRN and invoice,
the system writes the variance to a purchase variance account, thereby keeping the general
ledger accurate.

Therefore, the advantages of GRN processing are that you can bring inventory into the system
as soon as you receive it, and you can account for cost variances. The disadvantage of GRN
processing is that it requires some extra work - you must process a GRN, and you must process
a supplier invoice by linking it to one or more GRNs.

You should use GRN processing if your cost prices per item vary considerably and you do not
receive the supplier invoice with the goods you purchase. Otherwise, GRN processing will not
necessarily give any benefit.

Batch or Online Processing
You can process documents that update values on a batch or on-line basis.
If you process on an on-line basis, the system updates the document as you complete it.

If you use batch processing, each user has their own batches for invoices, credit notes, debit
notes, supplier's returns and supplier credits. You update a batch as and when you require.

Note, however, that inventory quantities always update on an immediate (on-line) basis,
regardless of the method you use. Therefore, inventory quantities are always up to date.

Quotations, sales orders and purchase orders do not update, since they do not affect values. All
users can access and process any quotation, sales order and purchase order.

You can decide when to print documents such as invoices, irrespective of whether you are
updating on a batch or on-line basis.
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Both methods have their advantages and disadvantages. Here are some points to help you
decide on which method to use:

e If you process in on-line mode, your customer / supplier and general ledger values update
immediately. This can be useful if you are on a network and other users require up-to-date
information. In addition, customer credit limits are up-to-date.

e If you process in batch mode, you can make a backup prior to updating and thus ensure the
integrity of your data. If you have a power interruption while you update the batch, you can
simply restore your files and update again.

e If you process in on-line mode and you have a power interruption or network failure, you
need to run an integrity check. You also have to determine which documents updated and
which did not. If your files become corrupt, you may need to restore from the previous day's
backup and then redo today's work.

e Batch processing allows you more time to check data entry errors before you update. This
saves you from having to process reverse (corrective) entries, which would show on the
customer statement and supplier remittance.

We would summarise this by saying that batch processing is safer than on-line processing.
Unless you need up-to-date information at all times, you should consider using batch
processing.

Document Lines

You can have different types of document lines:

This is the standard method of entering invoice lines. You access the item
Item Code o

by means of its item code.

You can enter barcodes on inventory records, and use the barcodes to
Barcode : .

access the inventory item.

. You can create abbreviations for inventory item codes that you use

Abbreviation

frequently.

If you use the Bill of Materials add-on module, you can link several inventory

. item codes, as well as remark lines, under a single kit item code. When you

Kit Item Code s N

enter the kit item code, the system creates a separate invoice line for each

linked item.

This allows you to enter a code that could be any of the above types - the
All Above

system searches for each type of code.
GL Code This lets you use a general ledger code instead of an inventory item. You

use this to invoice a financial income or expense.
Remarks This lets you enter description lines on a document.
Analysis Code | If you use the Receipting module, you can invoice an analysis code directly.

Note that except for the last two items above, all other line types result in inventory line item
codes. The difference is how the operator accessed the code.
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Document Printing

You can print documents and their supporting documents at any time. If you are working in
batch mode, you can print the document and/or the supporting document as you complete each
document, or at time of updating. You can also delay printing until after you update.

You can customise every document and its supporting document using the Forms Designer.

This guide contains overview information only. If you want detailed
3 information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.

Add-on Modules

There are a number of add-on modules that give you increased inventory functionality.

This lets you manufacture items using other items as components. You

Bill of Materials can also create kit items that show each line on the invoice.

This lets you create multiple stores or warehouses so that you can

Multi-Store ; ) . . X 4
control items in separate locations or isolate items for special usage.

This lets you track each individual inventory item by serial number.
Each time a serial number item moves, you supply a serial number for
the item.

Serial Number
Tracking
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Inventory Setup and Maintenance

In this section, we look at the functions you use to set up and maintain inventory items and
selling prices.

Inventory Setup

You use this function to set up important inventory processing rules, most of which we
discussed in the overview. You should work through this function thoroughly before you start
doing any inventory processing. To access this function, select the Setup...Inventory menu
option:

_ Confiquration | Integration / Groups | Lzer Fields | Bils of Materials | Oither
Price List Descriptions Decimals
Price Desciiption o Decimals for Quantity
Price List 1 Fietail Bleaiets i Gask
Price List 2 Drealer eoimals for Lost Friee
Price List 3 Dristributor hd Decimals for Seling Price
Limits Processing
taximum Seling Price 9.333.933.00| Allow rventory Huantities to Fall Below Zero (]
I aximum Purchase Price 9,599,599, 00| Warn if Inventory Falls Below Zero
Minirum Groes Profit % 0.00] Sales Orders Rezerve lnventary
Masimum Cost Difference % 9509 Sales Orders Reserve Serial Mumbers
- Check Rearder Level When Processing =

Marimum Line Discount % 100,00
o i D e T wWan if Preferred Supplier Mot Used (]

SHITUM Invelee Liscount - Make Average Cost 0.00When Zera on Hand =

These are all important settings! You should work through the on-line help in detalil.
In the Other tab, you set defaults for new inventory items.

In the Integration/Groups tab, you choose integration settings and maintain inventory groups:

Integrate Inventary to General Ledger

(@ Automatic Allocation of Costs to Projects at Time of Sale Integration Entry Type

(O Allocate Costs to Projects Yourself at Time of Purchase 17 - Inventory Journal -
Code| Description gf;a.;"g“ g:l:a'lyitx Sales Adjustment | Cost of Sales | Inventory 52:}'2 =
001 | Services o1 iy 1000/000 21004000 2000000 20007000 2150,
002 | Inventory Goods o1 iy 1000/000 21004000 2000000 7700/000 2150,
003 it} it} 0000,/000 0000000 00004000 0000000 0000,
004 it} it} 0000,/000 0000000 00004000 0000000 0000,
005 it} it} 0000,/000 0000000 00004000 0000000 0000,
00E it} it} 0000/000 00004000 00004000 0000/000 0000,
DD‘? i} i} 0000/000 00004000 0000000 0000/000 0000, >
4 4

‘ Delete Line
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We discussed integration in the overview. You enable or disable it here.

If you use projects, choose whether you purchase inventory for stock (the usual method) or
for specific jobs.

You maintain groups in the table. If you wish to use groups for analysis in reports, they can
all use the same GL account.

Inventory Categories

You use inventory categories to group inventory items together. You can produce various
reports in category sequence. You also use inventory categories with customer categories to
create a discount matrix percentage.

You access this function via the Edit...Inventory...Categories menu option:

Code | Description rs

Inventary Goods

= eo| |~ @ || e o=

=

-
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Inventory Items

You maintain inventory items via the Edit...Inventory...Iltem File menu option:

Edit Inventory

(=] & =)

HE QAhf ©OO® ®

Code |accaoc Blocked []
D escription Accounting Software
Categories [DD2 - Inventory Goods

Store [CT - Cape Town Branch

)
- ] Select stores

D etails I Prices I Fieorder IUserFieId] Activity I

MNotes I Ficture I Serial Mo

-~ Processing Options
Inventary Group ’DDE - Inventory Goods v] (3 Fixed Description ¢ Cost
Bl T [Both v] (O Change Whils Invaicing
[ Show Quantity and Uit
Barzode [#] Sales Cammission Item
Bin Murmber Tope
FPhysical ltem
Unit Serial ltem
Commadity Code I Met Mass 0.00 Service tem
rAllow Ta: # - Cost Prices
Purchagzes [01 -Wat - Standard rated (14.00%) v] Average 2.240.00
Sales [0 -vat - Standard rated (14.00%) =) | | Lastuni 0.00

In the Discount Type field, choose what types of discounts the item can have.

In the Allow Tax frame, you set default tax processing for this item. You also set processing
on each customer and supplier record, which is stronger than the item settings.

In the Processing Options frame, you set options we discussed in the overview.
The Activity tab shows quantity and amount statistics for two years.
The Notes and Picture tabs are standard and let you attach notes and graphics.

In the Prices tab, you set selling price information:

Details ] ] Reorder ] User Field ] Activity ] Notes I Ficture ] Serial Mo
Selling Prices Exclusive Inclusive GP % GP Amount -
Retail 3.000.00 342000, 2533 760.00
Dealer 2,000.00 228000, 1200 -240.00
Diistributor 1.279.00 1.458.06| 75.14 -961.00 =
Future Prices Exclusive Inclugive|  GP % GP Amount
Retail 0.00

Dealer 0.00

Dristributor 0.00 hd
- Special Price:

Exclusive Applies Fram | A j

Inclusive Applies Ukl | i j
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In the top table, you enter prices for each of the 10 standard prices.

The future prices display in the second table. You can enter them here, or you can use the
Adjust Selling Prices function to copy them from the standard prices, as well as adjust and
round them.

In the Special Prices frame, you can enter a special price, which can be valid for a specified
time. This price overrides most other prices.

In the Reorder tab, you specify reorder information. If you do so, the Reorder Assistant can
generate purchase orders for you automatically:

Dietails I Prices ] Feorder I User Field ] Activity I Motes I Picture I Serial Ma
- Recommended Supplier Detail

Foiored 200 [oecipion [ [T [0l

; SOFam Software Suppliers 52413 02 7411245

- Reorder Level

Minirrum 220) I aximum
- Current Quantitie:

On Hand

On Sales Order On Purchase Order

In the table, you link suppliers who can sell you this item. The system uses the preferred
supplier to order from in the Reorder Assistant.

In the Reorder Level frame, you specify the minimum quantity you should have on hand. The
system warns you if you go below this value. The Reorder Assistant and the reorder report
use the maximum quantity to know how many items to order.
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Customer Prices

Besides the 10 standard prices each inventory item has, you can create two additional types of

selling prices:

e You can create a discount matrix per customer category and inventory category. This does
not change the selling price directly. Instead, it adds a line discount to each applicable item
when you sell to an applicable customer. The discount can vary depending on the line item
quantity.

e You can create specific prices per customer and per inventory item. These can also vary
depending on the quantity, and you can have a date range per price.

You do not have to use every feature for every inventory item. For example, you may have only
a few customer-specific prices.

To access this function, select the Edit...Customers...Customer Prices menu option:
Customer Prices Azsizstant

The Customer Prices Azsistant helps vou to create and maintain prices for customers
or groups of customers. These prices are stronger than the standard price list prices.

Pleaze enzure that you have a backup of vour current data before pou use thiz
Agzzistant az zome of the changes vou can make are not reversible. Preszs the
Backup buttan now o perform a backup.

“'ou can perform the following operations. Please chooze one and then click the
Fext button to continue with the Azsiztant,

(3) Create / edit a dizcount matri= per customer cateqory per inventaony cateqong

() Copy one dizcount matix bo anather
() Create / edit a customer specific price list with volume discounts

() Copy a customer price list bo one or more customers



Chapter 7 — Inventory Inventory Setup and Maintenance ¢ 163

Here is a typical discount matrix:

Customer Category | J

Inventory Category From Gty 1 Dizc? 1 From Gty 2
000 - None 0.00 0.00 0.00
001 - Services 0.00 0.00 0.00
002 - Inventory Goods E.00 350 11.00
003 - Spares 1.00 250 E.00

When a customer with a category "Dealer" purchases items with an inventory category
"Inventory Goods", if the customer buys 6-10 items they receive a 3.5% discount. If they buy
less than six, there is no discount. If they buy more than six, the discount depends on the
remaining settings - you can have up to three quantity levels.

Customer prices work on a similar basis:

Customer Code |AEEDZS | |Alhnlt Limited | |Hnma Curmency |
Inventory Code Ewpiry Date Oty 1 Price 1 Oty 2
ACCALOC 07/12/09 5.00 R2.800.00 10.00 A3
COM/PCA 07/12/09 3.00 A1.000.00 10.00
4| | »
| Communication Software W3 | Delete Line
Shore |JHB - Johannesburg Branch j
Ave Cost| Last Cost| Fietail| Dealer| Distrib =~
1.200.00] 1,200.00] [ I E
4| »
o [ e [ )

For customer prices, you can also set an expiry date. The system shows the standard prices
and highlights the customer's default price list.

Adjust Selling Prices

When you change selling prices, you often do so using a percentage basis. This function allows
you to make global adjustments to the standard price lists for a range of items.

You access this function via the Edit...Inventory...Adjust Selling Prices menu option.

This function works on the 10 standard price lists. It lets you select a range of inventory items
and then:

e Adjust one or more price lists by a percentage.

e Copy one price list to another and optionally adjust the price by a percentage.
e Copy all current prices to future prices.

e Run a price changeover to swap current and future prices.

e Round values as you process them.
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This function runs as an Assistant. Assume | want to create one price as 50% higher than
another existing price, and round the price to the nearest 50c. Here are the successive

Assistant screens:

Choose Prices

Click the price to copy from, then click the price(s) to copy to. To
de-select a price, click it again.

R etail
wholesale
Price Ligt 5
Price List 8
Price Lizt 8
Price Ligt 10
| Special Price
Future Retail -

| v

|F'rice to Copy |

Adjustment ¥alues

Chaoze the value pou wish tao base the adjustment on.

O Seliing Price
(3 Last Cost
() dwerage Cost

Enter the percentage to uze. vou must specify if this percentage is a
Gross Profit Margin or a Mark-up on Cost [click Help ta learn mare
about the different calculations). Mate that both methods use the
exclugive Cost Price as found on the Edit.. [nventon.. Item File...Details
tab.

Percentage to Adjust By O Gross Profit Margin

(@ Mark-up On Cost

Confirm Dperation

Wwharningl The process you are about to initiate cannot always be
reversed. Plaaze ensure that you have a current backup of your data,
and confirm the selections you have made.

To leave thiz screen without making any changes, click the Cancel
button. To proceed, click the Process buttan.

fou are about to adjust and round...

Retail and Dealer prices
Adjust by 50.00% Mark-up on Last Cost
Found to the nearest 0.50

If you work on mark-up, you will take the cost price of R100.00 and add 50% to the cost price,

which will give you R150.00.

Adjuszting and Rounding

Choose whether you wish to adjuzt and / or round.

O Adiust anly
(O Round only
(@ Adiuzt and Found

Choose whether to work on Exclusive or Inclusive prices. The other
price will be calculated after the adjustment or rounding iz performed.

(O Wwark on Exclusive Price(s)
@ wark on Inclusive Pricefs]

Rounding ¥alues

*f'ou can round the prices in one of two ways:

Found To Mearest: This rounds prices to the value nearest to the
@ value you enter. For example, if you round to the nearest .20, prices
can end in .00, .20, .40, .60 or .80,

Make Price End In: Thiz forces the prices to end in exactly the value
() you enter. Far example, if you make prices end in .20, it wil slways
end in .20. 1.80 will become 2.20, and 1.40 will become 1.20.

Rounding Yalus
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If you work with gross profit margin, you will need to subtract the cost price from the selling price
and divide the difference by the selling price.

The selling price of R150.00 less the cost price R100.00 will give a difference of R50.00. The
difference of R50.00 is divided into the selling price of R150.00 This will be 0.3333 and is
multiplied by 100 to convert to a percentage which will be33.33%

¢ In both examples, the cost price is R100.00 and the selling price is R150.00. By
selecting Gross Profit Margin, you need to enter 33.33 % to get the new selling price of
R150.00. By selecting mark-up on cost, you need to enter 50% to get the new selling
price of R150.00.

e If you are looking for a 33.33% gross profit margin and you select mark-up on cost and
enter 33.33%, you will only make R33.33 on a R100.00 instead of R50.00 on the
R100.00.
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Inventory Processing
In this section, we cover inventory processing functions.

Inventory Journals

You use inventory journals to adjust your inventory cost prices or quantities. To access this
function, select the Process...Inventory Journals menu option:

Inventory Journals EI =] @
Period | [04-01/06/12 - 3006112 June. Cumert e v]  [Homel Beich |
Inventory |y Namaton  |Store Date Referance| Quantity In Out| Serial Numbers |, S48 it St New| o) sccount | Projec

Code at Period Awverage! Awerage
COROM/ Each Adjust Gty | JHE 30408412 ADJ332 40.00 3.00 250.001 260.00 260,00 21004000
KEYEAD Each Adiust Gty | JHE 30408412 ADJ933 20.00 17.00 150.001 160.00 160.00 21004000
4| | »
[ Delete ] [ FErint Batch ] [ Update Batch ] [ Eatch.. ] [ Settings... ]
‘ [ GL Account = O000/000 I New and incomplete line entry Il I -3.300.00 ||

Inventory journals work in a similar manner to general ledger, customer, and supplier journals.
You enter transactions into batches, and you update the batch once it is correct.

When you adjust inventory quantities, you cannot change the cost of the transaction when you
remove quantities - this always happens at the average cost. However, when you put
transactions in, you can enter a cost per item, and the system will recalculate the average cost.

Purchasing and Selling

In this section, we look at how you purchase from suppliers and sell to customers. The process
is almost identical for customers and suppliers, and we deal with them both at once to make it
quicker for you to learn. You should make sure you understand the concepts in the inventory
overview before you continue reading this section, as we will not repeat the concepts here.

You access these functions via the Process...Customers or Process...Suppliers menu option.
You process customer sales and supplier purchases via documents such as invoices and
orders. In the document header, you select the document type to process. You then select a

customer or supplier account. The system sets many header fields with default values from the
account's master file, which you can change. The system also performs a credit check:

Process Customer EI = @
Document Type | Tax Invoice - Mumber | *Global* Customer |AEKDDW ||Ackelman tdr R |
| Link / Cieate | Delivery Address | Ship / Deliver | Fostal Address
[ Inclusive :flza_:‘f:?;a Terms Ddays
[~ Quick Mods 5434 PEEAREE
X . ip / Deliver
[~ Customer User Defined Fields CunentBalance  RAE50.00
[~ OnHald Credit Lirit R0.00
‘PEIiUd‘ [iate | Customer Ref |Sa|es Cudal Digcount % |Exch. Flalel Tems ‘ Payment Due
7 ow|m/menz oo | ooo| iooooodon [0Sz
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In the Document Type list box, you choose the document type (quote, order, etc.) to use.
In the Customer field, you select a customer or supplier account.
Use the Link/Create button to link orders to invoices, and so on.
You can change many of the header fields. These changes affect this document only.

You can link documents. For example, you issue a quotation to a customer. When the customer
accepts the quotation, you can link it to a sales order or an invoice, and copy the whole
quotation, some of the lines, and/or lesser quantities per line. This saves you re-entering these

details:
== ==
Document Type | T lnvoice Mumber | “Global Customer  |ACK007 ||Ackerman r R |
[ ik Ereate ; ; ot - ! ! eliver | Postal Address
[ Inclusive (DDCUITIEHI Type [Link to Quotation -+ | NUthr|QU1DDDDZ | Customer |AEKDD1 - fickerman br R ) 0 days
. S d
I™" Quick Mode I/ Delivery Address \I Ship / Deliver”” Postal Address :;
[ Customer Uzer Defined Fields 12 Hay 5t Tems 0 days bece  F850.00
[~ OnHold Mapfair Freight Methad AO0.00
[Period Date 5434 Ship / Deliver
't‘ 01/05/08 Cune.nl .E alance  R-850.00
. “Credit Limit A0.00 vy
lyﬁe Cod :J‘?:‘DB'E Ced Periad‘ Date | Customer Ref |Sa|es Code D\scounl“/vl Exch. Hatal Terms | Expiry D ate rice Disc| Hom
emiate 0| owoe | | oooot 0.00 | 1000000 | D0 | o1/0308
Code Store | Description Unit Price| Gty on Hand Line Oty Gty to Use| Selected
SOHO/200 JHE | S0HO Computer 4.870.00 1.00 O
P I
The above item
1.00 = WIN/DS
1.00 = WPADC
1.00 = SPRAOC
1.00 % SPEAK/EAS
1.00 % MOD /234
1.00* MOPN/00
1.00 = MOUSE/STD
1.00 % PEN/CHP
1.00 " RAM/CHP
1.00*HD /250
1.00 " COM/PCA,
1.00* COROM/POR
1.00ACCAOC
4 »
nt
iive
| Link. | | BReject ‘ | Select Al | | Deselect All M L
‘ EEteh | | (B =l [ o I = o ) I R A = ) A R e e R IR EE |

linking.

Zoom in the Number field to see all the documents to which you can link.

You can choose which lines to link. You can also link a lesser quantity. You then have the
option of keeping the remaining lines in place, or deleting the document from which you are

You can create, edit, or delete document lines. You can process other line types besides
inventory items, such as financial lines and free format text:

Type

4 [tem Code
7 Remarks
4 [tem Code
4 ltem Code

Code Description Unit | Cuantity| Tax Exc Price
ACCAOC  |Accounting Software EALC 1.00|01 £.,000.00
! Please note discount

IMNW2P 2 Part Pre-printed Invoices  |Baox 1.00|01 280,00
SPR/OC  |Spreadsheet Software WE  [Each 1.00{0 3,000.00

Disc’
5.00

Mett
B,700.00

280.00
3.000.00
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In the footer area, you can enter or adjust the invoice message, and see the invoice totals:

Discount

Exclusive 8.950.00
<F10> Receipt Tax 1.287.20
TOTAL 10.237.20

| Batch... H Delete / Insert. . || Edit Document || Hext Docurment || Frint Documnernt || Additional Fields |

The Additional Fields button lets you enter fields that can print on the documents.

Once you complete a document, you click the Next Document button or the Print Document
button. You then proceed onto the next document. If you process on-line, the invoice updates
as you complete it. If you process in batch mode, you need to update the batch.

For customers, you have two custom processes:

e You can create recurring batches of invoices you process on a regular basis. For example,
you may invoice customers annually for maintenance. You can override the original prices
in the recurring batch with current customer selling prices.

e Alternatively, you can enter a single customer invoice, which the system then applies to a
group of customers.

For suppliers, you also have two custom processes:
e You can use the Reorder Assistant to generate purchase orders automatically, based on
inventory reorder levels.

e Sometimes you purchase an item from a supplier and there are additional costs that do not
originate with the original supplier. For example, if you import goods, you incur additional
costs such as import duties, shipping charges, and so on. You can use the Additional Costs
feature to add these costs to the inventory item.

You can import and export customer and supplier document batches.
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Count Inventory

This function lets you perform stock takes. It allows you to confirm that the system's theoretical
quantities agree with the physical quantities you count manually. If there are differences, the
system creates inventory journals to correct the theoretical quantities.

To access this function, select the Process...Count Inventory menu option.

The inventory count process

1. Update outstanding batches that use inventory quantities, such as customer sales and
supplier purchases.

2. You then halt all further physical and theoretical movement of quantities.

3. The first phase is to initiate a snapshot. You choose which items you will be counting, and
the system makes a copy of the theoretical quantities for each item.

4. As soon as you complete the snapshot process, you must physically count your actual
quantities on hand. As soon as you complete this task, you can resume processing as
normal.

5. You then enter quantities into the system in one of two ways:

» You can print count sheets, which you can do in a variety of sequences. The system
leaves space to fill in physical quantities. Once you complete the physical counting, you
then enter the physical quantities in the system:

==l
Sequence Shaw
Search for:
Al ltems -
Inventory Code j | | l Locate ] | J
Line humber 1
Item Code Store | Description Urit | Bin Category | Barcode Guantity| Serial Mumbers
ACC/AOC CT Accounting Software a0z T
ACC/AOC DBM | Accounting Software a0z
ACC/AOC JHE  |Accounting Software a0z
CA001 CT Consulting - On Site EACH ool
C/001 DBM | Consulting - On Site | EACH 0ol
C/001 JHE | Consulting - On Site | EACH 0ol
CA002 DEM | Group Training EACH ool
CDROM/POR CT 50 Speed CD-ROM Each ooz EEB463211698732
CDROM/POR DBW |50 Speed CD-ROM Each ooz EEB463211698732
COROM/POR JHE |50 Speed CO-ROM Each [2 ooz EEB46321 1698732 &2
= ) I =)

» You can get quantities into the system by importing a file that contains quantities. You
generate this file via equipment that can count items electronically, usually via their
barcodes.
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6. Once the physical quantities are in the system, you print a Count Variance report, which
shows any differences between the physical quantities and the snapshot quantities. You
can examine these variances and make adjustments if necessary.

7. To complete the inventory count, you instruct the system to update the variances. The
system makes adjustments and generates inventory journal transactions for all changes. If
there are no differences to update, or if you wish to abandon the count process at any time,
you can clear the snapshot without updating.
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Inventory Reporting

You access Inventory reports via the View...Inventory menu option. You have the following
reports:

This report shows quantities purchased, sold, and still on hand,

Activity Summary as well as item cost prices and sales amounts for each period.
Categories This report lists inventory categories.
. This shows item history for an item in the sequence in which
Chronological Per Item
they updated.
Customer Prices This lists customer prices in customer or inventory sequence.

This lists discount matrixes by customer category or inventory

Discount Matrix
category.

This report lists inventory groups along with their control

Groups
accounts.

If you are in the European Union (EU), and you purchase
Intrastat products from, or sell products to, other EU countries, you may
need to produce an Intrastat report.

Inventory History Item This shows transactions that affect an item's cost and quantity
Sequence on hand.

This report creates an export table of items and their quantities,

Inventory / Store Cross-tab and exports it into Microsoft Excel or into an ASCII file.

This report shows an inventory valuation. You can base the

Inventory Valuation valuation on the moving average cost, which is the norm, or the
last cost.

Iltem Based Prices This shows the standard item based prices.

Items This report shows inventory item details.

This shows the quantity on hand and other statistics for a range

Quantities of items.

This report lists suppliers you link to inventory items. You can
Preferred Supplier Listing | show only the preferred suppliers, or you can show all
suppliers.

Print Labels This option lets you print inventory labels.

Print Labels using

Microsoft Word This option lets you print inventory labels via Microsoft Word.

When you transfer items between stores, you can print a

Print Transfer Documents
document.
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Reorder

This report shows you inventory items for which the current
available quantity has fallen below the reorder level set for
them.

Slow Moving Date Method

This lets you analyse slow moving inventory items based on an
activity date. This helps you determine which inventory items
are overstocked.

Slow Moving Fixed
Quantity Method

This lets you analyse slow moving inventory items based on
sales quantities. This helps you determine which inventory
items are overstocked.

Transfer Report

This lists transfers between stores.

Graphs

You can create graphs of your activity.




Chapter 8 — Sage Pastel POS

In this chapter, we look at the Sage Pastel POS add-on
module. You need to have the Inventory module in order to
use this module.

—

VLl

Point of Sale Overview
Working in Point of Sale
Point of Sale Setup
Point of Sale Processing

Point of Sale Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help.
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Point of Sale Overview

The Point of Sale add-on module gives you the ability to process sales and purchases in a point
of sale environment with features such as:

e A simple sales processing screen, fully keyboard driven
The ability to receive payments for sales and print receipts
The ability to process returns

Interfaces to cash drawers, poles displays, and slip printers

Full control of monies, shifts and cash up procedures at the operator and the supervisor
level

e Monitoring of sales on a real time basis
e Sophisticated reports

Point of Sale (POS) works as an add-on module. It is different from other modules in that it is a
stand-alone module that you run independent of the main Sage Pastel product.

The first thing you need to do is to setup POS options, which you do in the Setup menu. You
can set options per user.

One compulsory setting is to create at least one user as a POS supervisor. This supervisor
does not have to be a Supervisor user in the main program. Only a POS supervisor can perform
some functions, so you always need to have at least one supervisor.

The Setup Options function contains many important settings, and you need to work through it
thoroughly to understand how you can configure and control the system.

POS uses customers, including the cash sales customer account, and inventory items from the
main Sage Pastel product. Although you can create customer and inventory items directly in
POS, you can only enter a few of the many fields that each record has. However, the system
takes customer fields from the Defaults tab of the Setup Customer Control function, and
inventory fields from the Other tab of the Setup Inventory function. You should therefore set
these up appropriately.
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Once you configure your POS parameters, POS operators can perform all their work via a
single optimised and efficient processing screen:

File Process View Setup Help

=

Lm0 L e | Sheugrem
- Total Due Tendered Change
‘ CASH SALES ACCOLMT 0 0 0 0 0 0

Description i Tax Type | Exdusive Price
0-Tax Ty 0.00

Total Tax |

<F3> <F9>
Cheque On Account

’ ’ ’ ’ | 13 May 2013 - 13:41

<F10> Cash In/Out| <F11> Cash up <F12> Reprint <SPACE> Next Edit Update Link Close

It is well known that working purely on a keyboard is far quicker than using a mouse / keyboard
combination. While you can use a mouse with this screen, every feature is available via the
keyboard, and the screen shows the keys required for each function.

You can customise various aspects of the screen in the Setup Options function. For example,
you can choose which columns users can enter in sales lines. The system disables columns
you do not require, thereby speeding up data entry considerably.

Using this screen, operators can:

Process cash, account, and cash on delivery sales.

Process returns from customers.

Receive payments via various methods, and place sales on account for account customers.
Place invoices on hold and return to them later.

Process non-sales cash in and cash out transactions.

Process a cash-up at the end of a shift or session.

Enter quotes and sales orders, and link to these when processing sales, copying the lines
into the sales invoice.

e Perform price and inventory history lookups.

If operators can process suppliers, they can process supplier processing via this POS module
instead of, or as well as, in the main Sage Pastel product.
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There are various other processing options, mostly for supervisors.
In the View menu, you can print a full range of POS reports.

Offline Processing Module

Sage Pastel Point of Sale has an additional add-on module called Offline Processing. You use
this module to deploy on workstations when network connections are unreliable.

The Offline Processing module works as follows:
e On the remote workstation, you install a stand-alone Offline POS module.

e On the main system, you use the Offline Options function to establish a connection to the
remote workstation.

e You then deploy to the workstation(s) via the Offline Management function. This copies all
the relevant data from the main system to the remote workstation. This includes all
customer, inventory, and pricing data.

e The remote workstation then works independent of the main system. Even if the network
does not function, users can process on remote workstations in the normal manner. There
are some restrictions:

» In the main Sage Pastel product, in the Customer Documents function, you set per user
and per document whether to process in batch mode or in online mode. In offline
processing, users who operate remote terminals must work in batch mode.

» You cannot sell serial number items.

» Documents that are on hold, and COD sales, are only local. You cannot see on hold
documents or COD sales that originate on the central server or on other remote
locations.

» Remote workstations do not have supplier processing.

» You cannot create new customers, inventory items, or sales codes via the Search
facility.

» POS supervisors cannot perform supervisor functions at a terminal.

» You cannot process point of sale sales at the main server while you are processing on
terminals.
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e Once the remote workstation completes, the operator processes the cash up.

e At the server, you then fetch the data. This retrieves all the work done since the last
deployment, and merges the data into the main server. Note that the system does NOT
fetch documents on hold or CODs that are not yet complete. They remain on the terminal
and will be there after you redeploy.

e The supervisor then performs the supervisor cash up, which updates on the main server.

e Once you fetch all the workstations' data, and perform the supervisor cash up for all
workstations, you redeploy to the workstations again. This will contain all the updated data.

e The only time you need to have a connection between the server and the workstations is
when you deploy and fetch the data. At all other times, the remote workstation functions
independently.



178 e Working in Point of Sale Chapter 8 — Sage Pastel POS

Working in Point of Sale

In this section, we look at a few differences between working in Point of Sale and working in the
standard Sage Pastel modules.

Starting Sage Pastel Point of Sale

You can start Point of Sale in different ways:

e Use the Point of Sale icon on the desktop. If you are using the Offline Processing add-on
module, use the Sage Pastel Offline Point of Sale icon.

e From the Windows Start menu, locate the point of sale option via the Sage / Sage Pastel
program group.

e From the main Sage Pastel product, click the Point of Sale toolbar button.

Once you start Point of Sale, the Open Sage Pastel Data window displays:

Open Pastel Data @

Open Pastel Data
EE =]
: Cancel

.1 _Dema

|23 Custam

Paztel Pazsword

[~ Open Last Used Company on Startup

This is similar to the main Sage Pastel login screen.

This guide contains overview information only. If you want detailed

@@ information on any topic, consult the on-line help. Note that the Sage
Pastel POS online help is separate from the accounting application's help
file.
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Point of Sale Search

Whenever you enter a master file record such as an inventory item, customer or supplier, the
system displays an icon to the right of the field. If you wish to search for a record, you can click
the icon or press <F5> to invoke the search window:

Inventory Item Search - Done

@ Code " Description " Barcode " GL Code " Pack Size  © Kitltem

Select | Cancel |
Press <F3> to sort by Description N N
I Activate Find
Load Records From | I— Fird |

Double click on the line you wish to select or click the Select button.
Unposted Oty

Sales Order (ty| Purchase Order Oty Gty I Store Gty On hand| »

178

Group Training 0 0 0 0 0
COROM/POR 50 Speed CD-ROM Drive 0 0 0 40 40
COMAPCA Communication Software V3 1] 1] 1] 20 20

You can set the sequence in which the fields display. Click on the Code or Description
heading to sort in that sequence. To reverse the sort sequence, click the column heading
again.

You can access general ledger codes or kit items.

Check the Activate Find check box to search for a record by entering text.

You can create new records and edit them if you need to. Note that you cannot enter every
field for the record. To enter all the fields, use the main product's maintenance screen.
However, the system takes customer fields from the Defaults tab of the Setup Customer
Control function, and inventory fields from the Other tab of the Setup Inventory function. You
should therefore set these up appropriately.
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Point of Sale Setup

You use these options to configure the system and the operators who are working on this

system. It is vital that these settings are correct.

Setup Options

To access this function, select the Setup...Options menu option.

Setup Options
’ [ S Besadls Enable Offine ¥ Use Pastel Ifayout far Slip Printing (R ecommended)
Settings Settings Processing I~ Allocate Projects on Customer D ocumnents
— U zer Setting:
Copy To &l [ Enable Quick Scanning for Barcades
Her IDD “WserD j Users [~ Enable Touchscreen Interface
LCash Sales 1 On Account 1 Other 1 Update 1 Port 1 Fiscal Printing

— Slip Printer Settings
[ Print Till Slip for Quotations
I~ Print Till Slip for S ales Orders
I~ Print Till Slip for Cash Sales
[~ Print Till Slip for Retums

—Screen Enabled Setting

¥ Aszk Before Printing Till Slip

—Salesman Settings
I~ Enter Salesman Before Each Tranzaction

I~ Use Password Characters for Salesman

— Transaction Reference Settings
Complete Reference Mumber for the following
[~ CreditCard [~ Cheque [~ Voucher [~ EFT

— Split Paprnent Settings

¥ Split Payment Value

— Pole Dizplay Setting
[~ Usze Pole Display

55
Close |

every other operator.

Click the Rounding Settings button to determine how the system should round. You can
decide not to round, to round up, down, or to the nearest value.

The Special Barcode Settings button lets you configure the format of barcodes in cases such
as butchers and bakers, where the weighing equipment generates barcodes that contain the
item code, and either the price or the quantity (weight).

In the User Settings frame, you configure how each operator can work on the system. If all
operators have the same settings, you can set up one user and then copy the settings to
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In the Screen Enabled Settings frame, you specify which fields each user can enter:

Enable User Settings for 00 - User 0

Select a Document Type: (13

Copy To Al Documents

| e

[ Require supervisor password when cancelling lrvoices

L e

Document Murnber IN100017

Account Mumber CA5H

Total Due

Tendered

CASH SALES ACCOUNT

0.00

0.00

Quantity |Description

Tax Type

Excl / Incl

Discount

1.00

0.00

0.00

<F2>
Cash

=

Total Tax

er<F8>

Voucher |

<F9>
On Account

=F10> Cash InjOut] =F11> Cash up

=F12> Reprint =SPACE > Mext

Edic

pdate Linke

Close

Mot Enabled (] Enabled Only Enabled & Mesd Supervisar Password

Check the left check box for fields the operator can enter. You can then further check the
right check box if that field requires a supervisor password to edit it.
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Here is the Other tab:
Setup Options @

W Usze Pastel Layout for Slip Printing (R ecommended) Close |

Special Earcode Enable foline

Rounding Settings Settings Processing [ Allacate Projects an Custamer Docurments
—Uzer Setting:
Copy Ta &l [~ Enable Quick Scanning for Barcodes
Uk IDD -User0 ;I Users |~ Enable Touchscreen Interface
Lash Sales ] On Account 1 Other 1 Update: 1 Port 1 Fiscal Printing

Cash Customer ID‘-\SH .. | CASH SALES ACCOUNT

Default Cazh In/Out Account IESDDJDDD .. | Sundry Income

Stare IJHB i | Johannesburg Branch

POS Entry Type [19- PO Joumal ~|

POS Mext Reference IPDDDDDDB
Till Cazh Float Amount I 0.00 [~ Reallocate after cash up
Custormer VAT Trigger Amaunt I 0.00

Default POS Screen To ISaIes vl
5 -
Default Transaction To I Cash - I ggﬁi{:'gsso' |

[~ Update POS Payments in Detall [ Can Receive Morey [ Print Receipt for Cashin W POS Supervisor

The Till Cash Float Amount is the float amount to give the user when their shift opens.
The Customer VAT Trigger Amount field is the minimum value that requires additional
customer information.

You must have at least one POS supervisor. Check the check box of each user who is a
POS supervisor, and click the Supervisor Settings button to determine what they can do.

Here is the Supervisor Settings button:

Cloge |

POS Supervisor Settings

[V CanApprove Fetums

¥ CanApprove Seling Price Changes

¥ CanApprove Masimum Discount Overides
¥ CanAccess Setup Options

¥ Canépprove Megative Quantiies

[V CanApprove Cash Out

¥ CanApprove Minimumn GP % Overrides
™ CanView Dashboard

Select the settings required for the supervisor.
Remember that at least one supervisor will require all settings.
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In the Port tab, you specify interfaces with cash drawers and pole displays:

Setup Options @
Hounding Sett S Bemadts Enable Offlne Iv Use Pastel L.a_l,lout far Slip Printing (R ecommended) Close
Lounding aettings Settings Processing [~ Alocate Projects on Customer Documents

Uger Settings
Copy To Al ™ Enable Quick Scanning for Barcodes
Uean |DD -User 0 ﬂ LUsers ™ Enable Touchscreen Interface

LCash Sales On Account Other Update Fizcal Printing
Caszh Dirawer Pole Display

Parallel 8 USB @ Parallel o 1USE .

Serial i Serial {*

Part Mumber |1 Port Mumnber |1

Charto Send [027 Charto Send |

Baud Rate (9500 Baud Rate  |3500

Data Bits a Data Bits g
Stop Bits 1 Stop Bits: 1

. Test Caszh . Test Pole
Parity M Drawer Parity M Display
Cash Drawer Settings ‘

Touchscreen Options

To enable the Touchscreen interface, check the option “Enable Touchscreen Interface”

[ Setup Options

Hounding Seti Spesi] Bersadts Enable Offine v Use Pastel I_.ayout far Slip Printing (R ecommendad) Close
Lufel¥lale ] S 2laES Settings Processing [T Allocate Projects on Customer Documnents
Uzer Settings
Copy To Al |~ Enable Quick Scanning for Barcodes
Hser |DD ~User0 ﬂ Users |[¥ iEnable Touchscreen Interface|
Lash Sales On Account Other Update Fort Fiscal Printing
Cash Drawer Pole Display
Parallel " USE lﬂ Parallel - (1] ™
Serial o Serial {*
Port Mumber 1 Port Mumber |1
Char to Send |02? Char to Send |
Baud Rate 9500 Baud Rate 9500
Diata Bits g D ata Bits a
Stop Bitz 1 Stop Bits 1
. Test Cash . Test Pale
Parity M Dirawer Farity M Dizplay
Cash Drawer Settings ‘
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Backup Paths

Making backups is critical to your company's security. If you lose your company data, you could
put the company out of business. The system makes a backup automatically prior to processing
the Update all Documents function. In this Backup Paths function, you specify one or more
locations where the system should write the backup files.

To access this function, select the Setup...Backup Paths menu option.

==l

Pleaze zelect the paths where the back up filez will be created

Path

Delete Line Cancel ‘ ak ‘
Offline Options

This function is part of the Offline Processing add-on module. You use this function to define
offline terminals. To access this function, select the Setup...Offline Options menu option:

Offline Setup
Setup Teminals

Terminal Mame Terminal Path Huote Mumber Order Murmber Irwwoice Murmber Credit Mumber Save
Sue ks SQuUoaom 55000001 SIM 0000 SCRO0OM

Cloze

Delete
Terminal

U

You need to have sufficient registrations to allow you to process. When you purchase the Offline
Processing add-on module, you need to specify how many POS users you require. You need
one user on the server to process the supervisor functions, and you need one user for each
offline terminal. Contact your Sage Pastel POS supplier or distributor if you need additional
users.

You set up each terminal as a line in the table.
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POS Slip Logo

A logo can be inserted on Slips. To access this function select the Setup...POS Slip Picture
menu option.

ok
Cancel
Remove
Logo

Browse:

e |

" Medium " Large

Report Drill Down

Click on the document number to drill down a document on a report. To access this function
select the View menu option and then select the report to view.

08-12-2009 12:37 PM
Software Sales Page 1

Daily Sales Report for Date Range 09/12/2009 - 09/12/2009

Reference Date Customer Cash Amount Cheque  Card Amount Voucher  EFT Amount On Account Total Sale/Return Variance
Amount Amount Amount Amount

Sales / Returns

User - 00 - Boss

IN100024 09/12/2009 1218 CASH -CASH SALES ACCOUNT 0.00 0.00 2188 0.00 .00 0.00 21.68 2168 000
INA10001 0912120091233 CASH -CASH SALES ACCOUNT 171.00 0.00 0.00 0.00 0.00 0.00 171.00 171.00 0.00
INA10002 09/12/200912:3¢  CASH -CASH SALES ACCOUNT 0.00 2108.72 0.00 0.00 0.00 0.00 2108.72 2108.72 .00
INAT0003 09/12/2009 12:35  CASH -CASH SALES ACCOUNT 627.00 0.00 0.00 0.00 0.00 0.00 627.00 627.00 000
Total for User - 00 - Boss 798.00 2106.72 21.66 0.00 0.00 0.00 2926.38 2926.38 0.00

Grand Total 798.00 2106.72 2166 0.00 0.00 0.00 2926.38 2926.38 0.00
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Supervisor Dashboard

The supervisor is able to view sales in real time without having to run reports. To access this
function Select the View...Open Dashboard menu option.

=

Supervisor Cash up
Price Lookup

MNone.

Chil + Left Click to Dill D own

PEN/CHP DB/9/0 RAMCHP MOD/234CDROM/POSPEAK/EAS

Ctrl + Left Click to Drill D own

(B | Sales By Payment Type ]
‘ Dashboard B nvcices B Invcices
B Credithotes E Credithotes
From: (51272008 +]
To: [gsnzams <] 3000 3000
Refreshrate: [ 1 Min 2000 2000
Graphs: 1000 . 1000
Sales by Operator r 0
Sales by Payment Type ¥ CASH SALES ACCOUNT Cash  Cheque  Cad  Voucher  EFT  OnAccount
Sales by Salesman 3 Ctl + Left Click to Dl Down Ctl + Left Click to il Down
Top [0 Items W = —
Top [0 Customers & Sales By Salesman (E] | Top 20 Frems E]
W Invaices W Invoices
E Creditbotes E Credithotes
Users Logged In:
A 3000 1500
POS Users C 1] 2000 1000
1000 500
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Point of Sale Processing
Process Point of Sale

This is the main POS sales screen.
To access this function, select the Process...Point of Sale menu option:

File Process View Setup Help

5]

oo Total Due Tendered Change
‘ CASH SALES ACCOUNT

0.00

0.00

Quantity |Description Tax Type Exdusive Price
1.00 0-Tax Ty 0.00

Total Tax

<F3>
Cheque

<Fl1> Cashup | <F12> Reprint

On Account

15 October 2012 - 10:13

<F10> Cash In/Qut|

The four main processing modes, Quotation (<Alt>+1), Order (<Alt>+2), Sales (<Alt>+3), and
Returns (<Alt>+4), are the row of buttons. Click the buttons or use the listed shortcut keys to
change modes.

You use this screen to:

Process sales on a cash or account basis

Put sales on hold

Process cash on delivery sales

Process returns

Enter quotes and orders, and link these to sales
Enter non-sale cash in / out transactions
Reprint older sales

Cash up at the end of the day

Perform a price lookup

Email a picture of an inventory item to a customer
See historical sales of an inventory item

Set the printer and fonts to use

<SPACE> Next | Edit | Update | Link | Close
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Supplier Documents

Sage Pastel POS gives you access to the full range of supplier documents you have in the main
Sage Pastel product. You can process the following supplier documents:

Purchase Orders

Goods Received Note

Supplier Invoices

Return and Debit Note

Credit to Supplier

Sage Pastel POS uses the same parameters as your main Sage Pastel product. You set these

up in the main product via the Supplier Control function, Supplier Documents function, and other
functions.

In Sage Pastel POS itself, you process supplier documents via the Process...Supplier
Documents menu option:

Document Processing - Supplier Inveice

Dacument Type Supplier Invoice
| Placeonbod |

~ | Document Number FN100005 Account

Delivery Address

Tems

Period Cutstanding B alance
0z May - 2013/06/01 - 201 3/05/31 Credit Limit
Daocument Date |2m 3405413 J Contact Person
Telephone Mumber
Payment Due Date l2013/m85/31 B | Freight
VAT MNumber Ship
Suppler nvoice MNo. Discount % Exchange Rate Project . .
o0 7000000 Supplier Invoice
Type Stare Code Description Unit Tax Type Guantity Inclusive Price|  Discount Percent
2 GL Code 0-Tax Tppel 1.00 000

Tatal Discount
Total Exclusive
Total Tax

Total Inclusive

0.0
0.00
0.0

0.00

00 - More J

Document Options

Save Print Delete MNote MNew Edit Update Link Close

Processing supplier documents in Sage Pastel POS is similar to processing supplier documents
in the main Sage Pastel product, so we do not document it here.

There are a few differences between processing in the two systems:

e If you link purchase orders to a supplier invoice, Sage Pastel POS does not delete the
purchase orders.

e In Sage Pastel POS, if you remove items from a GRN linked via a Purchase Order, you can
place them back onto the Purchase Order.

e Reporting on Supplier Documents:
» You must print outstanding GRNs via the main Sage Pastel product.

» You can reprint all supplier documents via the main Sage Pastel product or via Sage
Pastel POS.
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Touchscreen Processing

This is the main POS sales touchscreen interface.
To access this function, select the Process...Point of Sale menu option:

Pastel Point of Sale v12.0.2

File Process View Setup Help

Document Number :

A

IN100024

Total Due

Tendered|

0.00

Functionality of touchscreen is the same as normal POS processing. In the centre is a shortcut

0.00

(_Demo - Software Sales) (User - User 0) - [Pastel Point of Sale]

[= e l==]

Customer: CASH

Froduct Zoom

Overall Discount %

. Change Line Change Change
Chﬂnge Price

menu with the most regularly sold items. This shortcut menu is setup for each user. A
maximum of 14 items is included in the shortcut menu.

You include items in the shortcut menu via Setup...Touchscreen Shortcuts menu option:

=]
Close

Uszer IDU-UserD LI
Murnber| Product Cods Description Display Text |

1/COROM/POR i Speed CO-ROM Drive COROM/POR
2/HD /250 280 Gig Hard Drive HD/250
3/ KEYB /D01 Comfort ¥eyboard KEYEB /001
4 MOD/234 96K, Modem MOD/234
5/ RaM/CHP 260 MEB RAM Chips RaMACHP
B RaM/CHP 250 MEB RAM Chips RaMACHP
7|SPEAK/EAS St Speakers SPEAK/EAS
2 PEN/CHP Pentium 4 Processor - 3.2 GHz  |PEN/CHP
9/ MOPNAD0 EPL 17inch S%GA Monitar MOPNAD01

10/DBA3/0 Database Software W9 DE//0

11 -

12

13

14
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Supervisor Cash Up

Once operators complete their cash up procedure, the supervisor has to perform the supervisor
cash up for each operator.

The supervisor cash up lets the supervisor confirm that the operator has the correct monies in
their possession. As such, it is a vital part of ensuring that the company receives all the monies
paid to it.

Note that the system controls cash ups on a user basis, not on a till basis. If you have one
physical station and two operators, you need to have separate cash drawers per user if you
want to reconcile cash up values easily. If you have a single cash drawer for multiple users, you
will need to consolidate the user cash up totals manually. Variances stay in POS. The system
updates the correct values into Sage Pastel.

To access this function, select the Process...Supervisor Cash Up menu option:

Cash up for User 0 IE'

Cash up for User O
Select User to Cash up 00- User 0 5 Ca_sht_

Date to reflect Cazh up on | 2016/09/419 -

Cormputer Amount Uzer Amount Yarance
Cash 50.00 0.00 50.00
Cheque 5320.00 0.00 5320.00
Credit Card 0.00 0.00 0.00
Youcher 0.00 0.00 0.00

EFT 0.00 0.00 0.00 Finalise Cash Up
ITDtals | 5970.00 | 0.00 | 5970.00 |

[On Account [ 0.00 ] Close
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Offline Management

If you are using the Offline Processing add-on module, you use this function to move data back
and forth from the main server and the terminal(s):

e You deploy data from the main server to a terminal.
e You fetch data from a terminal to the main server.
To access this function, select the Process...Offline Management menu option:

Fetch Offline Transactions

Select Terminals

Terminal Mame Status Fetch Fetch..

Sue Deployed

Close

dd

Each terminal displays. There are three possible status settings:

e Not Deployed means this is a new terminal that is not yet in use.

e Deployed means you have sent data to the terminal, and the operator can process sales.

e Fetched means you have retrieved the data from the terminal. The operator cannot process
until you deploy again.

Before you can deploy or fetch data, you must ensure that the remote locations are available on

the network. Once you complete the fetch or deploy operations, you do not need to remain
connected on the network. If you have deployed, operators can sell while offline.

Once you fetch all the data, you can continue with the supervisor cash up process.



192 e Point of Sale Reports

Chapter 8 — Sage Pastel POS

Point of Sale Reports

Printing point of sale of reports is almost identical to printing reports from the main Sage Pastel

product.

The differences are:

e When you print a report, the printer dialog box displays, after which the system displays the
report on the screen. The screen preview window is almost identical to the main Sage
Pastel product. You can print and export in different formats from the screen preview

window.

e The print options window for each report has a slightly different format.
You access reports via the View menu.
In this section, we summarise each report.

Outstanding
Documents

These reports let you see which quotations, sales orders, purchase orders, or
CODs are still in the system. You can view documents in document number,
customer code, inventory item, or salesman sequence. You can range by
date, and you can run a detailed or summarised report.

Batch Listing

In the main Sage Pastel product's Customer Documents function, you
specify, per user and per document, whether you are working in batch mode.
For batch mode users, this report shows document batches that you still
need to update. It also shows batches that are on hold, or CODs.

This report shows details of sales and returns, with totals, for a range of

Daily Sales users and a range of dates. You can also range on the payment type (cash,
Report ; .
credit card, cash in/out, etc.).
This report shows a summary of Cash, Cheque, Card and Voucher details for
Cash up each operator and workstation, as well as variance details. All documents,
Variance sales and returns also show in this report. You can select a range of users
and dates for the report. You can also range on the payment type.
. This functionality lets you print documents that have already been updated.
Reprint S .
Select a document type (quote, invoice, and so on) and an output device
Document . -
(printer, screen or email). You can range on customers and dates.
You access this report via the View...Monthly Reports menu. This report
shows amount owing by customers in ageing blocks, such as 30-day, 60-day,
Customer
. and so on. You can range by customer category and/or customer code. You
Age Analysis L ; .
can print in customer code or name sequence. You can print detailed
transactions or show ageing totals only.
You access this report via the View...Monthly Reports menu. This prints
Customer
customer statements. You can range by customer category and/or customer
Statements L
code. You can print in customer code or name sequence.
S . The report shows all documents where a Supervisor password was
upervisor d ke a ch Th tor and the action taken will also b
Audit Trail requested to make a change. The operator and the action taken will also be

included on the report.
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Chapter 9 — Multi-Store

In this chapter, we look at the Multi-Store add-on module.
You need to have the Inventory module in order to use this
module.

— Multi-Store Overview
— Multi-Store Setup and Maintenance

— Multi-Store Processing

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Multi-Store Overview

The Multi-Store add-on module lets you set up and use multiple stores or warehouses. Some
common uses of this module are:

You may keep inventory in separate physical locations. For example,
you could have multiple branches, each situated in different cities. In
this case, you would have the same items in each store, and you can
transfer quantities between these items.

Stores/Warehouses

If you manufacture goods, you may wish to keep your raw materials in
a separate store so that operators do not sell, or get confused by,
Manufacturing these raw materials. It also keeps the size of the store from which you
do sell much smaller, which speeds up operators when they choose
items. You could also create a further store for work in progress items.

You can create a store that contains inventory you have given to a
customer on consignment. You can also create a store for your sales
representatives, if they take samples or actual stock on the road. This
makes it easy to track and control these items.

Consignment/Sales
Representative
Tracking

Customers and suppliers exist for the company as a whole. You cannot link them to specific
stores. However, you can link users to stores and prevent them from accessing items in other
stores.

If you install the Multi-Store module over already existing inventory data, the system places
each inventory item in the default store.

You can create up to 999 stores. Each store can have an unlimited number of inventory items.

You can have the same inventory item code in different stores. If you do so, the items are the
same item. They share all item fields except the following:

e Quantities

e Cost Price

e Selling Prices - there are facilities to copy selling prices between items and stores
e Allfields on the Reorder tab

When you create inventory items, you specify in which store(s) to create the item.

You can copy selling prices from one store to another, per item or per store. This gives you the
flexibility of easily having the same prices in each store, different prices in each store, or the
same prices in some stores but not in others.

Working with multiple stores is almost identical to working with normal inventory. The only
difference is that each time you wish to access an inventory item, you specify the store in which
the item exists. If you have users who can only operate in a single store, the system will in any
event set the store correctly for those users.

You can transfer items between stores, using a store transfer journal.
You can range on stores in every inventory report.
You can print a report that lists your stores.
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Multi-Store Setup and Maintenance

Here we see how to set up multi-store processing, and how to maintain stores.

Multi-Store Processing Setup

You enable multi-store processing in the Other tab of the Setup...Inventory menu option:

Setup Inventory - Sole Access Mode @

Configuration I Integration / Groups I User Fields I Bills af Matenals I Other

~ Defaults for Mew Inventory ltems / Stores - Encrypted Cost Price —————————
Inventary Group IDDZ - Inwentomy Goods ;I Oj1]2]3|4/5|/6|7[8]9).
A|B|C|D|E|F|GIH|I]|J]|K

Dizcount Type IBoth LI
Fixed Description / Cost (O Show Quantity and Unit L M ulti-5 tore
Change While Invoicing @

Tvpe Use Muliple 5t

Inventary / Physical ltem O] SRULIAD S

[ s5eial ltem
Service ltem O

=

Once you create inventory items, you cannot change this field.
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Stores

You use this function to maintain stores. If you use multi-store processing, each inventory item

has to be in at least one store. To access this function, select the Edit...Inventory...Stores menu
option:

Edit Inventory Stores EI = @
Y [T
@l © QbHha WOO® ®
Code CT Blacked [C]
Description
Drefault Irventory Group 002 - Inventory Goods VI I Link. Inwentary I
Poztal Address Cantact Name
P.O Box 1234 Richard
T able Wiew '
Cape Tomn .Telephone
7441
Fax

Phyzical Address

P.0 Box 1234 Mabile Phone
Table Wiew
Cape Town
7441 Email &ddress

If you create a new store, you can use the Link Inventory button to invoke an Assistant that

copies inventory items on a bulk basis into the new store. You can also copy selling prices from
one store to another:

Copy Selling Prices

When linking a store to an inventory item, you have the ability to copy seling
prices from anather stare linked ta the zame inventory itemn. This includes all
zelling, future and special prices.

If the selected store ig not linked ta the inventory item, no selling prices will be
copied.

If pou want to copy seling prices, select the Copy Selling Price check box and
specify the stare to copy the zeling prices fram.

Copy Seling Prices

From Store JHE | Pohanneshurg Branch
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Instead of copying a range of items, you can specify per inventory item in which store(s) the
item should be. You do this via the Edit...Inventory...Item File menu option:

Edit Inventory EI =] @
4 4 | |
EE el ©®OO® ®
Code |.QEE£LDE Blocked [O]
D escription Accounting Software
Categories [DD2 - Inventory Goods V]
Store [CT - Cape Town Branch v] | Select stores I
Select Stores m
D etails I Prices I Fieor Ctore Description
CT Cape Town Branch 4 0K
DEM Durban Branch [
| tory G 002 -1 I =
RAETLL EED E JHE Joharnesburg Branch [w]
Dizcount Type Both
Barcode
Bin Murmber
Uit
Commodity Code I Celect Al
rAllow Ta: #
Select the store(s] to link to this inventary itemn. l Deselect Al ]
Purchazes 01 -Vat - Sta | |
Sales [0 -vat - Standard rated (14.00%) =) | | Lastuni 0.00

First, click the Select Stores button to invoke the Select Stores window.
Then, in the Select Stores window, choose the store(s) in which this item should exist.
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On the Prices tab of the same function, you can copy selling prices from one store to another:

Edit Inventory EI = @
4l A | |
=] | M Q Copy Prices to/from Stores @
Code ;EULD £ i O CopytaCT Ok,
Drescription Accounting 5
Categaries il [ hatto Cony
Store [CT Cape T4 Selling Prices

Future Prices

Details I Prices I Reordg [ Special Prices

Selllng Prices B Select the store(s) to copy prices to.

Retai ‘ :|

Dealer —

Distributor Store D egcription L L
DEN Durban Branch L] B

Futie Frioes E JHE Johannesburg Bran [l u

Retail :|

Dealer

Digtributor i

~ Special Prices

Excluzive I Select Al
Inclusive I
Deselect Al

Copy Prices

First, in the Store field, select the store from which you wish to copy prices.

Third, in the What to Copy frame, choose which prices to copy.

Second, click the Copy Price button to invoke the Copy Prices to/from Stores window.

Finally, in the table, choose the stores into which you wish to copy the prices.
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User Access to Stores

You can limit users as to the stores they can access. This is a good security measure, as it

prevents a user, for example, in Johannesburg, selling goods to a Johannesburg customer from
a Cape Town store.

You set this in the Setup...Users / Passwords menu option:
Setup Users / Passwords - Sole Access Mode o = |[=]

© ® QH o OO ®

Select Stores

Stare D escription Acoess from Group ] [SUDEMSW v]
CT Cape Town Branch oK
DEN Durban Branch fram User ] [User d ']
JHE Johannesburg Branch

Int Rep Access far User 2

Menu Access for User 2

Process Options for User 2 ]
User Notifications for User 2 ]

Select 4ll | fsing Stores
Lt Stare JHE
| Select the store(s] to which User 2 can process. | l Deselect Al l Store Aooses for Lsar 2 ]

Click the Store Access button to invoke the Select Stores window, and choose which stores the
user can access. Note also that you can set a default store. If the user can only operate in one
store, and you set the store as a default, the user will never have to choose a store in which to
process.
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Multi-Store Processing

Processing when you have stores is almost identical to processing without stores. The only
difference is that each time you access an inventory item, you have to choose the store:

Dacument Type ({15
| | == |

I Inclusive

[ Quick Mode

[~ Customer User Defined Fields

[ OnHold

| Period ‘ Date | Customer Fef |

10031208 ] |

store.

Each time you select an inventory item to process, you also have to select a store - see the
Store column above. Once you use stores, every inventory item has to exist in at least one

Store Transfers

To transfer items between stores, there is a variation of the inventory journal. You access this

via the Process...Inventory Journal menu option:

ACCADC Accounting | DBMN

al |

Inventory Jourals =l = ==
Peiicd | [07-01/03/10- 31 /0310 March Cumentvsar  w]  |Inisrstore Transfmi Batch ]
Frarmn Store ToStore \DEM Date |31 /03410 j Reference (401934
\Envenlory Unit Maration Stare Date Fieference OQuantity In Out| Serial Mumbers Curent Unit Cost New| Mark-up Project
ad at Period Average Awverage| Account
ACCAOC Accounting | CT 31403410 ADJ534 26.00: 1000 224000) 2240.00| 2 240.00( 2100/000
/0310 404394 10.00 2240.00( 2 240.00( 2100/000

[ Delete ] [ Print ] [ Update Batch ] [ Batch

[ Settings ]

[l 6L Account = 0000/000 I

Mew and incomplete line entry H ” ||

transferring.

difference to the mark-up account.

When you start the batch, choose the Interstore Transfer Batch option.
In the From Store and To Store fields, choose the stores between which you are

You can change the cost on the incoming store. If you do, the system posts the cost

You enter one line and the system creates the second one.
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In this chapter, we look at the Bill of Materials add-on
module. You need to have the Inventory module in order to
use this module.

— Bill of Materials Overview
Bill of Materials Setup and Maintenance

Bill of Materials Processing

ol

Bill of Materials Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Bill of Materials Overview

The Bill of Materials add-on module gives you access to two related functions that let you group
multiple inventory items into another item or on an invoice:

Bill of This lets you build, assemble, or manufacture an inventory item using other
Materials inventory items as parts or components.

Kit Item This lets you specify one code on an invoice, and the system loads multiple
Codes invoice lines that can include inventory items and remarks lines.

Bills of Materials

What does manufacturing do for you? It lets you build an inventory item out of other inventory
items. For example:

e You specify a recipe for pizzas, which would consist of the dough, cheese, tomato paste,
and so on. You specify what quantity of each of the components is required to make one
pizza. When you manufacture, you specify how many pizzas you are making. The system
removes the requisite quantity from each component item and creates the specified number
of pizza items.

e You specify how you will assemble a computer, which would consist of motherboard,
screen, keyboard, memory, and so on. You can use service items that have costs to
represent labour and other costs, or you can use three additional manufacturing costs that
you link to general ledger codes.

The manufacturing process is as follows:

e You specify the components or the raw materials that you require to manufacture the item.
You do this by creating a bill of materials for the manufactured item. The bill of materials
contains a list of the component item codes. You also specify the quantity of these
components required to make one manufactured item. You can create as many bills of
materials as you like. We abbreviate "bill of materials" as BOM.

e You perform the manufacturing process, which uses the BOM to decrease quantities of the
component items and increase the quantity of the manufactured item. The cost of the
manufactured item is the total of the costs in the BOM.

e You may need to reverse manufacture (or unmanufacture) some or all of the manufactured
items. The system then decreases the quantity of the manufactured item and increases the
guantities of the component items.

Manufacturing while Processing Customer Sales

If an operator is processing a sales order or invoice for a customer, and there is insufficient
quantity on hand of a manufactured item, the operator can manufacture the item from there. To
do this, the operator needs access permission to manufacture.

This option only becomes available if you disallow negative quantities. Therefore, there has to
be sufficient quantities of the components on hand in order to manufacture.
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Kit Item Codes

When you invoice a manufactured item, you treat it like any other inventory item. Your customer
does not usually see the component items. This module contains a separate facility called kit
item codes. Kit Item Codes speed up invoicing, as you are able to create multiple invoice lines
by entering one code only. Some uses of this facility are:

You can invoice complex items that consist of multiple invoice lines as
well as remark lines. For example, if you are a dentist, you can create a kit

Kitting item code for a filling procedure that will invoice out the fee for the filling,
gloves, materials, and so on.
Inventory items have descriptions of up to 40 characters. If this is

Long Item insufficient, you can create a kit item code for the item and add as many

additional description lines as you require. You could combine this with a
manufacturing process. For example, if you manufacture computers, you
can detail the memory, hard disk, processor, and so on.

Descriptions

You can use the same code for a kit item code and an inventory item.
When an operator enters the item code in sales documents, there is an
option All Above that will use the kit item in preference to the inventory

Replace item. This is useful for the previous feature of long item descriptions, but it
Unavailable also has another use.
Items If an item is temporarily unavailable or obsolete, create a kit item code

with same code as the unavailable item, and enter a replacement item
code in the kit lines. Operators can then continue to use the code. They
can of course use the new item code directly at any time.

You access Kit Item Codes in invoices in one of two ways:

e You can specify on an invoice line that you are entering a Kit ltem Code. This then lets you
enter a kit item code or Zoom to a list of Kit Item Codes.

e You can specify that the system must search abbreviations, kit item codes, and barcodes
when you enter a code, prior to searching the inventory file. This means that operators do
not have to know whether an item is a kit item code or not. The Zoom on this code field,
however, will be an inventory item zoom.

You can specify per bill of materials whether the component lines should display on the invoice.
The difference is that you cannot edit the bill of material lines, whereas you can edit the kit item
lines. Most of the time, you do not display manufactured item lines.

Manufacturing and Serial Numbers

If you use the Serial Number Tracking add-on module, you can use serialised inventory items in
manufacturing:

e You can manufacture serialised items - you provide serial numbers when you manufacture
the items.

e You can use components that have serial numbers. Note that once you manufacture using
a component, the system does not continue to track that serial number further.
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Bill of Materials Setup and Maintenance

In this section, we look at how you set up bill of materials processing. We also look at the

various elements you require in order to process.

Bill of Materials Setup

You set up some important options in the Bills of Materials tab of the Setup...Inventory menu

option:
=
Configuration ] Integration / Groups I User Fields Other
- Additional Cost:
Description .ECEEDU::F Account Description
Labour 2400/010 Labour Cost Manufac Yariance
Direct 2400/020 Dirgct Cost Manufac Variance
Other 2400/030 Other Cost Manufac Yariance
- Manufacturing
Meut Reference Number |B|LLUUD1 |
Entry Type |18 - Manufacture Jaumal LI
r Picking Slip
. Paper Stile | |Plain.
e/ Capts Single Sheet

items to include costs such as labour in a bill of materials.
the system creates when it manufactures.

to manufacturing.

You can use up to three non-inventory costs for manufacturing. You can also use service
In the Manufacturing frame, you configure settings for bill of materials transactions, which

Use the Paper Style Assistant to configure how to print a picking slip for raw materials prior
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Bills of Materials

You use this option to maintain bills of materials, which are the core of this module. You access
this function via the Edit...Manufacturing...Bills of Materials menu option:

Edit Bills of Materials =] @ |mEs]
S NN ANGICIOIONES
BOM Code | so0HD /200 Blocked []

D escription SOHO Cormputer with Software

Manufacture I Components I Selling Prices ] Motes I Ficture

- Manufactured Item
Ireventary Code SOHO/200 | SOHO Computer

Store JHE |Johannesburg Branch

Unit Each

Lock BOM ta this [kem O
Update Seling Price O
PFrint details on invoice

You can use the same code for a bill of materials as the item it creates.
Use the Lock BOM to this Item check box if you always use that BOM to manufacture that
item.

Check the Update Selling Price check box to get the manufacturing process to calculate the
selling price of the manufactured item and adjust the selling price.

In the Components tab, you specify how the system manufactures a single manufactured item:

Manufacture I Components I Selling Prices I Notes ] Ficture
Inventary Code Store Guantity| Unitz | Description Average Cost -
WwN/OS JHE 1.00| Each | Windows =P O perating 3.999.99 7]
wWPALOC JHE 1.00) Each | word Processor 20.00
SPR/LOC JHE 1.00| Each| Spreadsheet Software 20.00
SPEAK/EALS JHE 1.00| Set | 50w Speakers 200.00 ]
MO0 /234 JHE 1.00| Each | 96K Modem 120.00
MOPN./O01 JHE 1.00| Each | EPL 1Finch SYGA 1.200.00
MOUSE/STD JHE 1.00| Each| Super Mouse with Pad 50.00
PEN/CHF JHE 1.00] Each | Pentium 4 Processar - 3.000.00 %
4| | 3
[ Delete Line ] [ Insert Line ] Components 13,399.99 13,399.99

Labaur 0.00 0.00
Direct 0.0 0.00
Other 0.0 0.00
Tatal 13,339.93 13,399.99
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In the top table, choose inventory items and the quantities required to make one
manufactured item. For service items, you can also enter quantities. For example, you may
input labour hours.

In the bottom table, you can use the three non-inventory items to enter costs for labour and
other items.

In the Selling Prices tab, you can review possible strategies for creating selling prices. As we
saw earlier, you can actually update the selling prices when you manufacture:

Manufacture ] Components ] Selling Prices I Notes I Ficture
Calculation Method Ve BEEmD
(3 Percentage Mark-up on Cost = =
Seling Price Percentage &
() Comparents / Addtional Selling Prices Retail B0.00
Dealer 40.00
Distributor 25.00 >
(@ Use Average Cost (O Use Last Cost
Fietall Dealer Dristributor
Total Components at Cast 13,399.99 13,399.99 13,399.99
Plug Additional Costs 0.00 0.00 0.00
Sub-Total 13,399.99 13,399.99 13,399.99
Plus Gross Profit E.700.00 5,360.00 3,350.00
?TIIinu Prilce 20.099.99 18.759.99 16.749.99

In the top table, you can add a mark-up on last or average cost for each of your price lists.
In the bottom table, you can see the results of the cost mark-up for each price list.
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Kit Item Codes

Kit Item Codes let you group multiple inventory items and/or remark lines into a single code.
When you invoice, you enter the Kit ltem Code and the system brings each individual line into
the invoice.

You maintain kit items in the Edit...Manufacturing...Kit ltems Code menu option. They work in
the same manner as bills of materials, except that they do not have selling prices or additional
costs:

Edit Kit ltem Codes =] ® =]
© emHa WOO® ®
Kit Item Cade COMP/OFF/SOL Blocked [

Drescription
Components | Hotes | Picture
Inventory Code Store Quantity| Units | D escription
ACCAOC JHE 1.00 Accounting Software
WwP/LOC JHE 1.00| Each| wiord Processor Software %3
SFRAOC JHE 1.00| Each| Spreadshest Software w9
DEB/3/0 JHE 1.00| Each| Database Software W3
COM/PCA JHE 1.00| Each| Communication 5 aftware W3
MOD /234 JHE 1.00| Each | 36K Modem
« [ k
Delete Line ] ’ Insert Line ]
Tatals
Ave Cost| Last Cost| Fetai| Dealer
4.100.00/ 4.100.00( 3.000.00]
« || 3
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Copy BOM/ Kit Item Code

You can create a new bill of materials or kit item code as a copy of an existing one. You can
then modify the new bill of materials or kit item code. This can be useful when you have a
complex bill of materials or kit item code, and you need to create slight variations of it. You do
this via the Edit...Manufacturing...Copy BOM / Kit Item Code menu option;

Wark On

@ Bills of Materials O Kitltem Codes

BOM ta Copy From

Code Diescription

S0HO/200 | [50HO Computer with Software |

Manufactured ltem

[S0HD/200 - SOHO Computer |

BOM to Create

Code Description

[soHO/400 | [50HO 400 Computer withS oftware |
Manufactured ltem Code  Manufactured Item Description

[s0HO/400 | [50HD 400 Computer |
Store Code Store Description

|CT | ‘Cape Town Branch

Lock Bk to this [tem

Copy Motes

Copy Picture

(o I[ =

Replace Components

You use this function to replace a component item globally in your bills of materials and/or kit
item codes. You do this, for example, if an item becomes obsolete, or if you wish to use an

alternative item.

To access this function, select the Edit...Manufacturing...Replace Components menu option:

Feplace In
(3 BOM and Kit Iter Code

From

Ta

Companents

Esisting Companent

Existing Store

Mew Component

New Store

() BOM Only

=)

) Kit Item Code Orly

[wPsLOC

| |Wnrd Processor Software Y3

[wPsLOCT

\Wiord Processing Version 11

l Replace

[ o |
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Bill of Materials Processing

Manufacture

You use the Manufacture function to manufacture or assemble items using their components.

You access this function via the Process...Manufacture menu option:

Process Manufacture / Unmanufacture
 Function to Perform

=

Close:

@ Manufacture Period Selection for This Year

O Unmarufacture 03-01/058/14 - 31./05/14 May - | |12/05/14 j
r Bill of Material

Code |SDHDE200 | | SOHO Computer with 5 oftware |

Frint Picking Slip

 Item o Manufactur

Inventary Cade |SDHDJ2DU || SOHO Computer |
Store |JHB |Pohannesburg Branch |
Queniy Oon end
Deszcription |SDHD Computer Reference BILLOOO
Component Description Store | OnHand| Reguired Selected Balanc
MOD/234 36K Modem JHE 20.00 300 17.0
MOPN/D0 EPL 17inch SYGA Manitor | JHE 20.00 300 17.0
MOUSE/STD | Super Mouze with Pad JHE 5.00 3.00 20
FPEMN/CHP Pentiurn 4 Processor - 3.2 JHE 10.00 3.00 7.0
RaM/CHP 250 MB RAM Chips JHEB 20.00 3.00 17.0
HD/250 250 Gig Hard Drive JHE 18.00 300 143 a 16.0
COM/PCA Communication Software W3 | JHE 20.00 300 17.0
COROM/POR | B0 Speed CO-ROM Drive JHE 40.00 300 370
ACCAOC Accounting Software JHEB 178.00 3.00 175.0 -
| »

In the Code field, select the bill of materials to use.

In the Inventory Code field, select the item into which you wish to manufacture. If the BOM

locks to an item, you cannot select a code.

In the Quantity field, choose how many item to manufacture. In the table, the system shows
the requirement per component. If there is insufficient on hand quantity of a component, or
the quantity on hand will become zero, the balance shows in red.
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Using Bill of Materials Items when Invoicing

We first look at how you would use a kit item. In the invoicing screen, select a line type of 2-Kit
Item Code, and select the item:

Process Customer

Document Type | Tax Invoice hd

| Link / Create |

[ Inclusive

[ Quick Mode

[~ Customer User Defined Fields

[~ OnHald
| Period | Date | Customer Fef
3 - |12/08/14 -

Type Stare Code

2 Kitltem Code WEC/200

In the Type field, choose the kit item line. Then enter the code and the quantity.

When you complete the line, the system includes all the items in the kit item code in the invoice:

Process Customer EI = @
Document Type | Tax Invaice - Murber |(IN100026 Custamer |AEBE|29 HA\bott Limited |
| Link / Create | Delivery Addiess Ship / Deliver | Postal Address
[ Inclusive éKud_u[Hd Teims 0 daps
simiston Fieight Method
[ Guick Mode 2340 Ship ¢ Dt
i liver
[ Customer User Defined Fields South Afica Eullljent Balsnce  R13E0845
[~ OnHold Credit Linit RO.00
[Period] Date [ Customer Fief [Sales Code| Discount % [Exch. Rate | Tems [ Payment Dus
10 = |01A12/10 « | | g_gg| 1_Dnuguu|nn |31 N
Tupe Store Code Description Project Uit Quantity| Serial Mumbers [ Tax Exc Frice Disc®| Hom a
4 Item Code JHE WEC/400 Wector Computer Each 1.00 m 3 825.00
¥ Remarks ! The above itern consists of the
7 Remarks ' 1.00* COROM/POR
7 Remarks ' 1.00=HD/250
7 Remarks ' 1.00 = KEYE /001
7 Remarks ' 1.00= MOPH/001
7 Remarks ' 1.00= MOUSE/STD
7 Remarks ' 1.00= PENJCHP
¥ Remarks ! 1.00" RéMACHP
7 Remarks ! 1.00 SPEAK/EAS
¥ Remarks : 1.00=WIN/OS

The system shows each kit item line, and changes the kit item line to be an inventory line.
You can now edit all these lines as normal.
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Next, we see how to manufacture an item if there are insufficient quantities of a manufactured
item on hand. You are selling a manufactured item, and you try to sell more than there are on
hand. If you do not allow negative quantities, a window opens:

(==

‘ WEC/400 - Vector Computer |

There iz insufficient quantity on hand in period 10 ta process the above item.

Guantity Available
Pluz On Purchase Order
Line Quantity

The additional quantity required is 5.00,

] [ Manufacture ] [Betum to Lines]

You can click the Manufacture button to invoke the Manufacture function. You need sufficient
quantities of your components to be on hand in order to manufacture.
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Bill of Materials Reports

You access Bill of Materials reports via the View...Bill of Materials menu option. You have the
following reports:

This is an audit trail of your manufacturing. It shows the
Audit Trail manufactured item’s details. You can also select to see component
details.

This reports shows information about bills of materials including

Bills of Materials components and additional costs.

This report shows where you use a specified component in your
manufacturing. You can search through bills of materials, Kit Item
Codes, or both. You must specify the inventory code of the
component you are looking for.

Components Used in
BOMs / Kit Item
Codes

This prints out all the Kit Item Code information, including the

Kit Item Codes
components. You can select a range of codes.

This report helps you to determine whether you have sufficient bill
of materials components on hand to manufacture a specified
number of manufactured items.

Material
Requirements - MRP




Chapter 11 — Serial Number Tracking

In this chapter, we look at the Serial Number Tracking add-
on module. You need to have the Inventory module in order
to use this module.

— Serial Number Tracking Overview
— Working with Serial Numbers

— Serial Number Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Serial Number Tracking Overview

If you purchase the Serial Number Tracking add-on module, you can create serialised inventory
items.

Serial number items are identical to physical inventory items, except in one way: each item has
its own unigue serial number. For example:

e Each time you purchase a serial number item, you have to create a serial number for each
individual item you are bringing into stock. If, for example, you purchase 10 items, you have
to create 10 serial numbers.

e If you transfer serialised inventory items between stores, you have to specify the serial
number of each individual item you are transferring.

e When you sell serialised inventory items, you have to select the serial numbers of each
individual item you are selling.

You use serial tracking when you need to track the movement of individual inventory items
through the system. You usually do this for warranty purposes, so that you know whether an
item is within a warranty period should a customer return it for repair.

Of course, the return of the item for a repair, and the subsequent re-issue of the item to the
customer, also requires you to enter the serial number. You therefore have a full and complete
history of the movement of each individual stock item.

If you use serial tracking, you do not have to use it for each inventory item. You choose per item
whether to serialise it or not.

If you use the Bill of Materials add-on module, you can manufacture into serialised items. You
can also have serial number items as components. Note, however, that the tracking of serial
number components ceases at the manufacturing stage.

Working with serial number items is not much different from working with normal physical items.
The system adds a new column to any relevant processing screen, next to the inventory
quantity column. Once you enter the quantity, you then have to either create or select serial
numbers for each item.

If customer sales orders reserve quantities, you can choose whether to allocate serial number
when you process the order or the invoice.

The system provides a utility that converts existing physical items into serial number items. All
you have to do is to provide serial numbers for the quantity on hand.

When you delete invoice history, you can choose to delete the history of serial numbers that are
no longer in stock.

This guide contains overview information only. If you want detailed
3 information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Working with Serial Numbers
Serial Number Items

When you create an inventory item, you can specify that it is a serial number item:

Edit Inventory =N = =7
TRIEEK SRR

Code | Blocked [

Description

Categaries [DDD e v]

Store [ET - Cape Town Branch v] Select shores

D etails I Frices I Reorder IUserFieId] Activity I Motes I Ficture I Senal Mo

~ Pracessing Ophions
Inventary Group [DDE - Inventory Goaods v] (O Fired Description # Cost
Bl T ’Both v] (@ Change While Invoicing
[#] Show Quantity and Linit
Barcods v| Sales Commizzion |tem
Bin Mumber | Toee
(3 Physzical ltem
Urit Each [ Serial ltem
Commodity Code I MNet Mazs 0.00 O Service ltem
rAllow Ta: = - Cost Prices
Purchases [01 -Wat - Standard rated (14.00%)] v] Avelage 0.ao
Sales [ 01 - Vat - Standard rated (14.00%) ~|| | Lasturit 0.00

In the Type frame, check the Serial Number check box to specify the item as having serial
numbers. Once you save the record, you cannot change this field. If you have existing
physical items that you wish to convert to serial number items, use the Change...Inventory
Conversion Assistant menu option.

Serial number items have a Serial Number tab that shows the serial numbers of on-hand
items.
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Adding and Selecting Serial Numbers

If you use serial number inventory items, you need to add and select serial numbers whenever
there is movement of a serial number item. In this section, we see how to do this.

There are two operations you perform when processing serial numbers:

e When you bring serialised inventory into the system, you need to create serial numbers.

e When you move serial numbers out of the system, or within the system, you need to select
existing serial numbers.

Serial numbers can be up to 30 characters each. They have to be unique per inventory item.
Serial numbers can contain uppercase letters, numbers, and special characters such as "-", " ",
"/", and so on. You cannot use spaces.

The system shows a Serial Numbers column, which indicates how many serial numbers are still
required. For example, you may see 0/100:

Quantity| Serial Mumbers
100.00 04100

This means that there are 100 items to process, and there are no serial numbers processed yet.
Once you process the serial numbers, you will see 100/100.

To create serial numbers, select the Serial Numbers field, and then click the Zoom icon or press
<F5>:

Create Serial Numbers @I
Itermn
[Hoo AT | [178 Hard Drive |
|JHB | |J ohannesburg Branch |

Sernial Numbers

R equired Selected Ijl

Mew/Start Serial Munnber |HDD1 T-0125-00001 |

[ Create ][ Create All ][ Import ][ Bemaove ][ Hemoveﬂll]

In the New/Start Serial Number field, enter the serial number, or the first serial number in a
series.

Click the Create button to create the serial number you entered.

Alternatively, click the Create All button to generate a series of serial numbers starting from
the number you entered.

You can also click the Import button to import the serial numbers from a text file created by a
barcode reader or other hardware device.
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The serial numbers display in a table:

Create Serial Numbers

()

[HoDAT | [178 Hard Diive

|JHB | |Johannesburg Branch |

~ Serial Mumber

Selected

Required

Mew./Start Serial Mumber |HDD1 T-0125-0010 |

[ Create ][ Create Al ][ Import

][ Femove ][ Hemnvegll]

HDDAT-0125-00088
HDD1T-0125-00089
HDDT-0125-00030
HDDAT-0125-00031
HDDAT-0125-00032
HDDAT-0125-00033
HDDAT-0125-00034
HDDAT-0125-000595
HDDAT-01256-00036
HDDAT-0125-00097
HDD1T-0125-000398
HDD1T-0125-00039
HDDIT 0

s

Frint Barcode

oK ] [ LCancel

]

Use the buttons to remove incorrect serial numbers, and add new ones.

When you select serial numbers, for example when you sell the items, the system displays a

similar window:

Select Serial Numbers

[EX3)

1k
Itern

[HoDAT | 7B Haid Drive:

|JHE | |.Jnhanneshurg Branch

r Senial Mumber

- Selected

Fequired

Find Serial Number |

Available Serial Mumbers

HDD1T-0125-00006
HODT-0125-00007
HODD1T-0125-00008
HDD1T-0125-00003
HDD 010
[1HDDAT-0125-00011
[JHDDAT-0M25-00012
[JHDDAT-0125-00013
[JHDDAT-0125-00014
[JHDDT-0M 2500015
[JHDD1T-0125-00016
[THDDIT-02500017

[1HDDT-0125-00015 -

Serial Numbers Selected

O

[/HDD1T-0 25-00002
[/HDD1T-01 25-00003
[CIHDDAT-01 25-00004
[1HDDAT-0M 25-00005

aja

| Select fram File

LCancel
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Click the Select from File button to import the serial numbers from a text file created by a
barcode reader or other hardware device.

To choose serial numbers, check their check box and then click the single arrow between
the tables.

Once you select the serial numbers, they display in the table on the right.

Once you close the window, the system allocates the serial numbers to the transaction.

In the Setup...Customers...Documents menu option, you choose whether to print serial numbers
on invoices:

Setup Customer Documents - Sole Access Mode

Quotation ] Sales Order I Irvoice
Qriginal M ame |Tax Invaice |
Copy Mame |C0p_l,l Tax Invoice |
Supporting Mame |Deliveu,| Mote |
Entry Type I'ID - Sales LI

[ Force Projects
[ Force Sales Codes
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Serial Number Reports

You access serial tracking reports via the View...Inventory...Serial Numbers menu option. You
have the following reports available:

Serial Number
History

This lets you view movement history for serial number items.

Serial Number This report lets you see serial numbers per inventory item, along with
Listing their status.







Chapter 12 — Multi-Currency

In this chapter, we look at the Multi-Currency add-on
module.

—  Multi-Currency Overview
— Working with Multi-Currency
— Multi-Currency Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Multi-Currency Overview

The Multi-Currency add-on module lets you process with multiple currencies. The system has
the following multi-currency capabilities:

e You can create up to 30 currencies.

e You can create foreign currency customers, suppliers, and bank accounts, and you process
these accounts in their own currencies.

e You can view and print invoices in your home currency or in the customer's/supplier's
currency.

e You can create and update exchange rate tables for each currency at any time.
e You can produce financial statements and other reports in any currency.
e You can levy tax on foreign currency transactions if necessary.

You maintain exchange rates per currency and per period. When you enter transactions for
foreign currency accounts, the system uses the exchange rates you entered. However, you can
override this exchange rate if necessary.

When you make or receive payments in the cash book, you can again use or overwrite the then
current exchange rate.

You can revalue foreign currency balances at any time with the Foreign Currency Revaluation
function. In this function, the system uses the difference between the exchange rate in the
original transaction and the exchange rate in the payment transaction to calculate the foreign
exchange profit or loss. The system creates transactions in the general ledger to reflect these.
Besides dedicated foreign currency reports, you can produce a variety of reports, including
financial statements, in any currency. In addition, the Report Writer, which allows you to create
customised financial reports, lets you select a currency to use for the report.

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Working with Multi-Currency
Setting up Currencies

You enable multi-currency processing and set up currencies in the Multi-Currency tab of the
Setup... Company Parameters menu option:

==l
Compary ] Foimats Time and Biling ] Faxing
Use Multi-Currency
Fevaluation Entry Type 20-  Cunency ¥ ariance j
" Revaluation |Yariance| 1000 | Decimal -
Code | Description Acoount Py Sopereler| Bl Symbal Sample
1 | Dollar 42104000 99.99 . 2 $ $1.000.00
2 | Pound 42104000 99.99 . 2 i £1.000.00
3 | French France 42104000 99.99 . 2 FRF | FRF1.000.00
4
5
5

The system uses the revaluation entry type and the GL account(s) for any foreign exchange
profit or loss. Use separate accounts if you wish to see this per currency.

The Variance% determines by how much you can vary the exchange rate if you override the
default.

Exchange Rates

You maintain exchange rates in the Edit...Exchange Rates menu option:

==
oK

01 - Delar ~| Ly

r Dollar to Home Curency Exchange Rate
In this and processing screens. enter the: Ez bisriearctes [Castirear Hotes
forgign currency value equivalénl to1.00in 1 6100000 61200000
vour cLIrency. 2 6.201000/ £.1:30000]
in this and processing screens, enter your 9 E15000 5140000
(3 icurency value equivalent b 1.00 in the 4 6.084000 6.010000
] E.001000 6.020000/
[ 5.958000! 6.010000]
7 5.500000! 6.0:30000]
3 6.012000! 6.050000/
3 £.010000! £.100000]
10 5.950000! 6.030000/
11 6.020000! 6.050000/
12 £.000000! B.070000]
13 £.100000! £.150000]

In the list box, choose the currency in which you wish to work.

You can enter currencies either way round, and change the method at any time. You set this
separately for each currency.
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Entering Multi-Currency Transactions

When you enter transactions for foreign currency accounts, you enter the foreign currency
values. The system uses the exchange rates you enter, as above. However, you can override
this exchange rate if necessary. You can activate a popup screen to remind you to confirm the
correct spot rate that is available under User Access “Enable Foreign Exchange Warning”.

Process Customer @

CB Please ensure that the exchange rate recorded on the document is the
L' correct spot rate on 14/05/13. The rate cannot be amended after the
document is updated.

Process Customer EI = @
Dacument Type | T ax Invaice - MNumber |*Glabal® Customer  |AGCO01 | |A &G Consultants |
| Link / Create | Delivery Addiess | Ship # Deliver | Fostal Addess
. Shop 24 T 0d
[ Inclusive IS =5
Quick Mod Brum§W|ck Plaza Frsight Mathad
L Mekille Sfitn & Dzl
[~ Customer User Defined Fields Bt Belmen 0,00
[~ UnHeld Credit Lirit $0.00
‘F’elind‘ Date | Customer Ref |Sales Code‘ Discount % |Exch. Rate (| Terms [ Papment Due
3 -|140513 ooz | nonl gmoooopn (305413«

In journals and cash book data entry, you can choose to enter foreign currency or home
currency amounts, as well as changing the exchange rate:

Process Journals EI = @
Entry Type |12-Eustnme|JnumaIs j Batch Type |Nnrmal batch entry j

Exchange
Rate,
R12E2 5.0200001

Account

AGRCO0

Reference

(00000000
00o00ooa

Description Tax

oo
oo

Exclusive

$114.00

D
]
D

Inclusive

$114.000

Home Amount Project
Adjustment
Adjustment

Per |Date Contra Acc.—
1 04  |30/06/13 (0000000
2 ~|30/06/13 0000000

There are rules about which values are stronger. The on-line help explains these in detail.

Foreign Currency Revaluation

Exchange rates between currencies fluctuate all the time. Therefore, transactions processed
now, at the current exchange rate, will not be worth the same in home currency at some future
date.

When you process a customer receipt or supplier payment for a foreign account, the system
calculates any foreign currency profit or loss, and writes it to the general ledger. This is an
automatic process and occurs in the background.

Unpaid balances in foreign customer and supplier accounts will also vary from when you
processed the original transactions. You use the Foreign Currency Revaluation function to
update these unpaid balances.

The system can analyse these differences, create adjusting journals, and show the amount
gained or lost, per currency if necessary. You can run the revaluation procedure whenever you
wish to, and as often as you wish to.
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Multi-Currency Reports

Besides dedicated foreign currency reports, you can produce a variety of reports, including
financial statements, in any currency:

Trial Balance [==3a]
Print To ok
lze Sub Accounts |
Frint Zero Items O
This Year 5]
Period Start |01-01/03/15 - 31/03/15 March |
Period End [13-01/03716 - 31/03/ 16 March = |
Show which Comparative ILast year ;I
Include Opening Balances ¥
Which Currency IDD - Home curency LI
Frint B alance Sheet Accounts First #

In addition, in the Report Writer, which allows you to create custom financial reports, you can
select a currency to use for the report.

You access multi-currency reports via the View...Foreign Currency menu option. You have the
following reports available:

This report is a preview of the Foreign Currency Revaluation function.
Currency Variance | It shows what adjustments the system will make when you run the
currency revaluation.

List Exchange This report lists the exchange rates for each currency in the selected
Rates range.







Chapter 13 — Time and Billing

In this chapter, we look at the Time and Billing add-on
module.

— Time and Billing Overview
Time and Billing Setup and Maintenance

Time and Billing Processing

Lol

Time and Billing Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Time and Billing Overview

You use the Time and Billing module to bill employee time to your customers. The process is as
follows:

You create activity codes, which can be chargeable or non-chargeable. For chargeable
activities, you enter a general ledger account, a default rate, and a unit.

You create records for each employee. For each activity code, you set a default rate per
employee.

You then enter timesheets for each employee. You select a customer and an activity, and
you can override the employee rates.

Once you enter the timesheets, you can create invoices. You authorise each invoice, and
the system creates an invoice batch for you to update. The batch is a special time and
billing batch so that it does not interfere with standard invoicing.

You can create credit notes to reverse timesheet invoices. Once again, the system creates
a credit note batch for you. In this case, the system uses the standard credit note batch.

This guide contains overview information only. If you want detailed
3 information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Time and Billing Setup and Maintenance

Here we see how to set up time billing rules and create the basic elements you require for

processing.

Time and Billing Setup

You set up time and billing parameters in the Time and Billing tab of the Setup...Company

Parameters menu option:

Campary | Foimats |  MutiCurency | Time and Biling

Activity Defaults

s
Unit Decimal Digits

GL Rate R150.001

Employees
‘When Copying Emplayes Activities to Another Employes

@ Lopy the Employee Rate
) Copy the Activity Default Rate

Timesheets
() Separate Set of Numbers for Each User User
(@ Ore Set of Numbers for This Company
] Enter Your Own Timesheet Mumbers

[[] Force Cost Codes on Timeshests

Mext Number T5100001

(=]

documents.

In the GL rate field, enter the default charge-out rate for employees.
In the Timesheets frame, you set timesheet numbering rules in the same manner as other

Activities

You use this function to create activities such as consulting, training, and so on. Activities are
the services you sell to customers. Once you create activities, you link them to employees. You
then fill out timesheets for employees and charge customers via an activity.

You access this function via the Edit...Time and Billing...Activities menu option:
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Edit Activities e B )
EEEBQAHON OO0 ®
Code ’W Blocked []
Desgcription

Chargeabls v

GL Account |1 2004000 Conzulting
Rate | F120.00
Urit Haour

In the Rate field, enter the default charge-out rate for this activity.

Employees

You use this function to create employees, link activities to employees, and set rates per activity

and per employee. You access this function via the Edit...Time and Billing...Employees menu
option:

Edit Employees el = )
oy | == A
FEED QMO0 ®
Code EMPO01 Blocked []
Drezcription
A ctivities I Hotes I Picture
Code Description Unit Activity B ate Employee Rate
COMO01 Consulting Haur F120.00 F145.00
05001 Online Support Haur F45.00 R50.00
T5001 Telephonic Support Haur RE5.00 R70.00

Delete Copy From

The Activity rate is the default rate for the activity, but you can change it per employee.
Use the Copy From button to copy activities and their rates from other employees.
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Time and Billing Processing

Time and billing processing consists of timesheet entry, invoice creation, and credit note
creation. The invoices become their own document type in the Process...Customers menu
option, and credit notes use the standard customer credit note.

Timesheets

Once you create customers, activities, and employees, you can enter time sheet data. You do
so via the Process...Time and Billing...Enter Timesheets menu option:

Enter Timesheets E’E‘@
Timesheet Number
Employee Code |EMPDUW | |Adr|an Smith |
Date Eg;teumer Project Activity Code Description Units Units Worked| U
02/02/11 ACKOO GOV CONOO Congulting Hour 300
< | »
[ Timesheet ] [ Deletedlngart ] [ ezt Timeshest ] [ Frint Timesheet ] [ Llose ]
[ || | | ] [ R435.00 |
In the Employee Code field, select an employee to process.
On each timesheet line, you select a customer and an activity. You enter the hours worked,
how many you are charging, and the rate, which you can override from the default per
employee and activity.

Timesheet Invoicing

Once you enter timesheets, you use the Process...Time and Billing...Timesheet Invoices menu

option to create an invoice batch you can update.

This function runs as an Assistant. You first range by customers, employees, and timesheets.

You then choose the period and date to invoice the customers. This does not necessarily

coincide with the dates on the timesheets. For example, you may invoice customers only after

you complete the whole job.

The system displays a list of each un-invoiced activity that conforms to the timesheets you

selected:

Timesheet Invoices Assistant @

Timesheet Emp\oyee Customer Praoject Activity Code Account/lkem (Tax Excluzive Rate|Invoice
ode Code

T5100001 |EMPOOT [ACKOOT |GOY0D | COMOOT Lo R145.00 [
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For each timesheet line, you can adjust the income account, the tax code, and the rate. You
can also choose whether to invoice.

Once you select each line you wish to invoice, you confirm the processing. When you complete
the process, proceed to the Process...Customers menu option and open the Time and Billing
batch:

Document Type | Tax Invoice -
L | Buatation
=R 5 ales Drder

[ Inclusive Tax Invoice
I Quick Mode Recurring T ax [nvoice

Credit Nate
Drehit Mote

[ Customer Uze
[~ OnHold
| Period ‘ Date | Customer Fef |

[10 ~oanzsma |
You can edit invoices in the batch as normal, print them, and update them.

Time and Billing Credit Notes

If you need to credit timesheet invoices, you can use the Process...Time and Billing...Timesheet
Credit Notes menu option. This works in a similar manner to the invoice option above, except
that it shows invoiced timesheet lines. Once you select the lines you require, the system creates
a credit note batch in the Process...Customers menu option.
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Time and Billing Reports

You access time and billing reports via the View...Time and Billing menu option. You have the
following reports available:

Activity Listing This lists all the activities.

Activity Log This report shows timesheet entries in activity code sequence.

Employee Listing | This lists the employees.

This report performs an analysis of chargeable and non-chargeable
Productivity hours per employee and per activity. You can view a summary, or you
can view transaction details.

This report shows differences between the default rate for an activity,

Rate Exceptions and the actual rate that employees charged.

This report shows your timesheet data. You can use this report to check

Timesheet Listing your data input.

These reports let you analyse timesheet charges in detail or summary,

Timesheets ; .
and in various sequences.
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In this chapter, we look at the Receipting add-on module.
— Receipting Overview

— Working with Receipting

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Receipting Overview

The Receipting add-on module is a specialised module that lets you enter data once in order to
process and print receipts. You do this without using the cash book. Once you are ready, the
system moves the receipts into the cash book for you.

You use this module for clubs, schools, and other organisations, where you collect monies from
members, students, and customers, to whom you provide receipts. By using this module, you
provide printed receipts and create the cash book entries in one operation.

You set up receipting options in the following functions:

¢ Inthe Receipts Control function, you set up control accounts, analysis codes, and other
items.

¢ Inthe Receipts Configuration function, you set up payments methods and rules.

¢ Inthe Receipts tab of the Customer Documents function, you set up the entry type to use
for transaction, the paper type for receipts, and a default message to print on receipts.

e Inthe General Ledger Accounts function, you enter bank details for the bank account you
are using for receipting.

You invoice customers as normal. You can use analysis codes directly in the invoicing function,
or you can invoice financial lines and/or service items.

You enter receipts in the Receipting function. This has the following features:

e You can create as many separate sessions as you require over time.

e You can enter postdated cheques.

e If you wish to perform a sales analysis, you can use analysis codes that allocate receipt
values to sales accounts. You can have multiple analysis codes per receipt.

e You can process discounts.
e You can post receipts to a mixture of customer, supplier, and general ledger accounts.

e If customers pay you via Internet banking or any other EFT method, you can enter the
payment via the receipt. The system will not include the amount in the deposit, since it is
already in the bank account. However, it will appear in the cash book batch.

You create a cashbook batch using the Deposit Assistant function. You can choose which
session(s) to use for creating the cashbook. The system includes postdated cheques in the
deposit as and when the cheque date is earlier than or equal to the deposit date. If you use
some of the cash received, you can allocate all or a portion of the cash you receive into
expense accounts instead of the bank account.

You can print receipt related reports.

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Working with Receipting
Setting up Receipting

You set up receipting in the Setup...Receipts / Point of Sale...Control menu option:

=S
Receipts / Depositz | Receipts Analysic Codes
Receipts —
Receipt Control Account |945D£I]EID | |Hece\pt Control Account |
Currert Session Number
Deposits
Cash Expenss Entry Type |22 - Deposits Jaumal j
Document Path |C “Pastell14CustomsFormsdepositslip.eng ‘
Murnber of Copies to Print

The system stores values in the Receipt Control Account until you post to the cash book.

Sessions let you process receipts in batches. The session number increments as you
complete each session.

In the Receipts Analysis Codes tab, you can create optional analysis codes:

Setup Receipts / Point of Sale Control - Sole Access Mode

Receipts / Deposits | Receipts Analysis Codes

Cancel

Receipt analysis codes allow pou to realise income at time of receipt rather than at time of invoice.
When vou invoice a customer, you use the receipt analysis codes set up here on the invoice. Each analpsis code
references the control account, the sales account and the tax type to be used.

When you process a receipt, if you specify a receipt analysis code, the system creates an additional transaction to move
the walue from the contral account to the income account.

[ Code [ Description [ Control Account [Income Account [ Tax ;'
[ 01 |School Fees | 5355/001 | Z310/000 |01

Some types of organisation prefer to analyse sales at time of receipt rather than at time of
invoice. You use receipt analysis codes to accomplish this. The process is as follows:

e You create one or more receipt analysis codes in this table, one per sales analysis. The
receipt analysis code references the temporary general ledger account as well as the
general ledger sales account you wish to use. You can also specify a tax code.

e When you invoice a customer, you create analysis code lines, as opposed to lines such as
inventory or financial lines.

e When you process a receipt, you specify the analysis codes again. When you then process
the actual deposit, the system creates an additional transaction to move the value from the
temporary general ledger account to the actual sales account. You can also specify a
discount at time of receipt.
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In the Setup...Receipts / Point of Sale...Configuration menu option, you set up hardware devices
and payment methods and rules:

=)
Payment/Receipts Screens I Cash Drawer
Addresses I Cheques I Credit Cards
r Credit Card Detaills————— Credit Card Fields to Enter———————————— Cancel
@ Always Card Type IMust Enter LI
O Never Card Mumber lm

O Only if Mare Than Expiry Date Must Erter 'I
Card Owner's Mame | bust Enter 'I

Authorisation Code | Must Enter From Yalue VI
Avthorization Y lue 500.00)

The Payment/Receipts Screens tab contains a sub-tab for each type of payment.

In the Details frame on the left, you specify for each payment type whether to enter
additional details.

If you require details, you specify in the frame on the right which fields you require, and
whether they are optional or mandatory.

In the Cash Drawer tab, you configure physical cash drawers:

Payment/Receipts Screens ] Cazh Drawer

User |01 -John =] Use Cash Drawer
- Interfac Serial P.

Farallel Port O Baud Flate 9600

Serial Port @ Data Bits

Port Number Stop Bits

Characters to Send Parity D
- Open Cash Drawer For

Cheques [#] Credi Cards Vouchers

[ Test Drawer ] [ Copy to &l Users ]

The hardware settings will be in the product manual.

If the cash drawer has a slot for vouchers, you do not have to open the cash drawer to put
these into the drawer.

There are settings per user, since they may have different types of hardware. If all users
have the same hardware, use the Copy to All Users button.
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Processing Receipts

You use the Process...Receipts...Receipting menu option to process receipts:

Receipt = = =]
Period |12 01402411 - 280217 Febnuary ~|

Next Receipt
Date |U2.-"D2.-"H j Outstanding Balance

Lancel Receipt
Amount to Pay Discount ’ 1-Cash ] ’ 2-Cheque ] ’ 3 - Card Auto ] i 4 - Card Manual ] [ 5-EFT ]
Rzt 4.0 Ao | Ro.og | Ro.og | Rog | Ao.og | |
r Receipt &llocations and Analysi Match <F3>
GLCS Account Drescription Code Diescription Project Exch
c ABE023|Payment Thank Yau i R Shaw Detais
G 2900/000 Fayment Thank V'ou [uli} R10)
- 1l1] R
«| | »
Total Discount [ R0.00]
’ Delste Line I ’Auto Match Discaunt Tatal Amaunt | R21 4_gg|
Tolal dmountto Pay | Riz14.00]
Tatal Amount Paid | |
Change [ R-214.00]

In the GCS field in the table, choose a customer, supplier, or general ledger account to
process.

If the customer pays using one method, click the payment method button. The system
places the full amount owing into the value field.
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Payment types can require additional information. For example, if you receive a credit card
payment, you may need to enter the credit card details. To enter the payment details, click the
Show Details button:

Lancel Receipt
Arnount ta Pay Dizcount ’ 1-Cash ] ’ 2 - Cheque ] ’ 3-Card Auta I [ 4 - Card Manual ] ’ 5-EFT ]
| 21400 0o | 0.0q]| 0,00 |EEm || 0.0 0.0
Account Details Credit Card Details
Marme |Pup|| m ‘ Card Mumber
Address | |

Account Holder

Card Type Expiry Date
[ 1]
Telephane | ‘ Authorization code
hobils | ‘ | |

Click the Show Lines button to revert to the view of the amount lines.
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Deposit Assistant

Once you complete receipts, and you wish to deposit them, you use the
Process...Receipts...Deposit Assistant to transfer the receipts to the cash book:

Dperation to Perform

The Deposit Azsistant guides in creating a deposit slip that can be uzed when
deposziting moneyp. & bank deposit tranzaction will be created automatically in the
cash boaok.

A, zession number will be allocated to every receipt. Session numbers will make it
possible to deposit a batch of receipts.

Please enzure that you have a backup of vour current data before pou uze this
azzistant. To make a backup now, click on the Backup button.

“r'ou can perform the following operations. Please choose one and then click the
Mext button to corntinue with the assiztant.

oF

(_r Deposit Slip and Make Feceipts Cash Book Transactions

Session numbers let you make a cut-off point. You can continue processing receipts in a new
session, while at the same time processing a deposit for earlier transactions.

If you choose the option to process a deposit slip, you choose the bank to process into, the
period and date, and a reference. You can then choose, per payment method, what to deposit:

Cash Deposit Tranzactiong

Select fram thiz list all cash receipts that must be included for this deposit slip. Cash receipts can either be deposited
or uzed for cash expenses.

Deposit Assistant @

071 - 8400/000 Mational Bank.

Session Mumbers [nclude Up To

Date Account Code Fecsipt Feceipt Deposit Amount| Reference Number
MNumber Amaunt
27/0612 ABBO29 RC100002 R300.00 RC10001

Tatal Cash Recsipts R300.00 Cazh Deposited R300.00

’ Backup ] ’ Back ] ’ Mext l ’ Cancel

)

date is earlier than, or the same as, the deposit date.

You can receive a postdated payment. The system will automatically exclude a payment that
is beyond the deposit date, and then include the payment in the future, once the payment
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Receipts Reports

You access receipts reports via the View...Receipts menu option. You have the following
reports available:

Analysis Code

History This report shows where you used each analysis code.

This report shows customer receipts. You can range on customer

Customer Receipts .
P codes or session numbers.

Post Dated . i
Cheques This shows a list of post dated cheques.
Receipt History This report shows receipts history.

Receipt Summary This report shows a summary of receipts.
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In this chapter, we look at the Sage Intelligence Reporting
add-on module.

— Sage Intelligence Reporting Overview
— Working with the Sage Intelligence Reporting

— Excel Genie

This guide contains overview information only. If you want detailed
P information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Sage Intelligence Reporting

This add-on module lets you utilise the power of Microsoft Excel for reporting purposes. There
are two versions of this module, the Standard Edition and the Advanced Edition.

The Standard Edition provides ready-boxed intelligent Excel reporting on your standard data. In
addition, you can use the existing reports to create new reports. You can also write your own
reports in Excel.

The Advanced Edition adds additional tools for skilled users and/or consultants. This powerful
and cost effective report writing solution allows you to deliver Excel reports from any ODBC-
compliant data source. For example:

You can generate consolidated financial reports from any number of companies in one
Excel workbook.

You can create Excel reports that combine data from one or more Sage Pastel companies
as well as any other third-party compliant database.

You can use SQL or Excel formulas to convert data into new fields. For example, convert a
date into a week.

You can create new containers (views) to write reports that combine data in ways the
standard reports do not.

Some features of the Sage Intelligence Reporting are:

The system ships as standard a monthly boardroom pack. You can include drill-down to
detailed ledger transactions, all in one Excel workbook.

The system contains standard, customisable, and automated sales reporting using Excel's
pivot tables.

The system makes tables and fields available to you so that you can create your own
customer reports.

You can generate graphs.

You can import reports written by certified consultants.

You can create report parameters such as period ranges.

You can create sub query reports, where one report passes its data into another one.
You can create union reports, where you access data from different sources.

You can schedule reports and run them in batches.

This guide contains overview information only. If you want detailed
& information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you
can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Working with the Sage Intelligence Reporting

The Sage Intelligence Reporting lets you utilise the power of Microsoft Excel for reporting
purposes.

Why Excel?

Microsoft Excel is the standard data manipulation and reporting tool for today's managers. As
an Excel user, you already use Excel to analyse data, make projections, simulate situations,
generate graphs, and so on. Excel is a specialist tool built to let you manipulate, slice and dice
your data, and it does it superbly.

The central issue is getting data into Excel so that you can manipulate it in the ways you want.
That data is sitting in your accounting system. As your operators enter accounting data, and
generate the day-to-day reports and analyses that you require, they are also generating the
base data that you need for management analysis. This type of analysis moves beyond the
strictly accounting realm into the realm of advanced management, reporting, and planning.

Sage Intelligence Reporting does two main things for you:

e It creates base data in Excel right out of your accounting system that is as accurate and as
up to date as possible.

e It provides you with useful reports and analyses as an optional starting point.

By extracting the data into a worksheet, Sage Intelligence Reporting lets you work with the data
outside of the accounting system, where you can manipulate it at your leisure. To do this, Sage
Intelligence Reporting makes extensive use of workbooks. This allows you to:

e Separate data from reports
e Generate multiple reports in a single worksheet

This makes your management workflow efficient and easy to control.

Once the data is in an Excel worksheet, you can create new reports, analyses, and graphs
yourself, or you can use the tools supplied with Business Intelligence Centre. You can use these
tools as is, or you can modify them to suit your requirements. One of the tools, for example, is a
set of management accounts that will produce professional looking income statements and
balance sheets for various period ranges.
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Extracting Data

Sage Intelligence Reporting has various tools for extracting the data you require from your
accounting database. You can use the system in a relatively automated fashion, or, if you have
the expertise, you can source data from multiple accounting databases or any third party
ODBC-compliant data.

Sage Intelligence Reporting makes use of the following objects to extract all and only the data
you require:

e A Data Connection holds the relevant connection information to connect to a supported
ODBC or OLEDB compliant Data Source. You use this Data Connection object for all
connections to this Data Source. An automatic connection system links to your accounting
database system. A single Data Connection typically represents a set of company data. You
can create as many connections as you require.

e A Data Container is set of Data the System Administrator makes available. It gives you
access to the data using the Report Manager. The source of this data can be a database
table, a view, a stored procedure, or a join based on two or more tables/views. You use the
latter, for example, to access invoice headers and their associated lines. Typical data
containers could be the set of general ledger transactions for the year, customers over their
credit limit, and so on. You can create as many Data Containers as you require.

e A Data Expression is usually a field in a Data Container chosen by the System
Administrator to be available through the Report Manager. For example, the Administrator
chooses which fields on a customer master file are available. A Data Expression can also
be a SQL Expression or an Excel formula. You can create as many Data Expressions as
you require.

Once all the containers and expressions are set up (if you do not use the standard ones), you
create or edit a report to move the data. Most of the time, all you need to do is to choose the
fields from the various database tables in the system. Besides choosing which fields, you can
include powerful filters to ensure that you only have the data you require. You can also specify a
sort order for the data you are generating.

You access Sage Intelligence Reporting via the View...Sage Intelligence Reporting menu
option. You choose the option you require from the sub menus.
You first work in the Administrator function, which you access via the View...Intelligence

Reporting... Launch...Connector menu option. Here you create the data connections and data
containers for your reports:
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u Sage Pastel Intelligence Reporting 14 - [Connector] EI
B [-[=]x]
Home Tools Help
Y 1 L y w1 Rename == e
AN L' 4 75 Delete = - o
Copy Move Paste Check/Test Sample - Test Ad Dependencies Find & Check/Test All Add Add Data  Driver
To Data s Refresh | |aokup Expressions Replace Expressions | Connection Container Properties
Actions Expression Data Container Connection
&b Enterprise | Properties |
ﬂﬂ Pervasive ODBC Clien ? Connection 10 -
1 Pastel Cansalidation EEH |2 Aol
: _ -
o Connection Type 1D —I
B Inventory Master 24 I_I9
= Ledger Details 20 }
B Management Pack Connection Mame
B Management Pack IF'asteI W14 [Auto Connect]
B Purchase Master 2- Use Auto Connection System I~
= Repart Designer - & )
EER t Desi B Server Name [blank for local engine)
eport Designer -
) @ALUTO_COMN_SERVERE
= Report Designer - E I = =
= Report Desigrer - F Database Name
D Froiee = T | FRALITA PORA CATAL MR
a o b [~ Show Advanced v v
=S —————— | 74 Objects

In the Report Manager function, you create reports using the data sources. You access this
function via the View...Intelligence Reporting... Launch...Report Manager menu:

E Sage Pastel Intelligence Reporting 14 - [Report Manager] EI
= =¥
Home Tools Help
b5 [ mme b annk ¢ -
% b " wi Rename ¥l Y i Run Sample
A ' % '_'fnl
AR #< Delete - t ' + Check/Test
Copy Move Paste Add Add -~ Fun Design Save Excel Create Lock/Unlock .
To Folder Report s Refresh Template Shortcut &5 History
Actions Report
'_.} Haome + | Properties |
_I Diashboard Feports || Report 1D -
E Dashboard Analysis 2-¢| || |5 etz
ETDD Custorners by Proc | Report Mams ;I
Top Products by Custa| = _I

o trati |Sales Cube Repart 2-0 [Dema)
emonstration

REL Analysis Dashboa Description
FiKL Dashboard 265 (D ISaIes Cube Report 2-0 [Dema)
0 Template Storage Location
Sales Details 2-4 [Dem |C:\F'ASTEL1 ACUSTOMAREGISTRATIONAT emplates®

- B s_tDCk Re-frder Levels Report Template (Excel Macro Enabled Template [* #ltm])
£ Designer ISaIes Cube Report 2-0 [Demal.=ltm |
@ Demonstration Financiz
58] Cive il D et Prmcicn | PrEmot Infarmation an Sarand Sheat (vl
'l = T = " N [~ Show Advanced ;I
| 22 Objects

In the report's Filters tab, we limit the report to include invoices with a total value greater
than 10,000.

In the Properties tab, you can link to an Excel report template. The system ships with
standard templates, which you can modify. You can also add new templates.

You use the other tabs to sort data, specify column sequences.
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You can run the report simply clicking on the Run button from the menu:

@“ H9-0- |5 Sales Cube Report 2-0 (Demo)l - Microsoft Excel =) = =
Home Insert Page Layout Formulas Data Review View Add-Ins BITools & e = e 2
‘_j & Calibri S AT A g General - [ﬁcandltlonalFormamng' g Insert = z - ﬂ [ﬁ
Ba- -y % Delete - | (@]~
Paste - o Sort & Find &
g BIU %58 5% =) censtyles - ElFormat - | 2~ Fitter~ Select~
Clipboard & | Font Mumber | Styles | Cells | Editing |
Al B E [ F ] [ [ H ] 1 ok L |-
1
. Sales Cube Report
3 As at 30/05/2014
3
|5 Store All
| 6| Salesman All
8
g © 2002 © 2003 o 2004
10 Row Labels [TotalCost] [Qty] [TotalCost] [Qty] [TotalCost] [Qty]
[11| =ALCOHOL 13817648 322 3631.40 3
|12 | = Captain Vital Signs Cane 45593 [
[13 = CPTV01-Captain Vital Signs Cane 45593 B
|14 CPTVO1 45593 i
[ 15 | = Captain Vital Signs Rum 1566.63 12
[ 16 | = CPTV02-Captain Vital Signs Rum 1 566.63 12
|17 | CPTVD2 1566.63 12
[ 18 | =Mexi Cactus Drops 2529246 24
19 =MEXI01-Mexi Cactus Drops 25292 46 24 Sl
M 4+ M| Sheetl Sheet? Sheet3 . #J [Ta] [ ] »
Ready | Waiting for the query to be executed... |E 85% @—U‘—@ -
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Standard Reports and Templates

The system ships with a powerful set of standard reports and templates. Here is a dashboard
analysis example:

EE9- = RKL Analysis Dashboard 2-9 (Demo)1 - Microsoft Excel o @ =
Home | Insert  Pagelayout  Formulas Data Review  View  Adddns 2 @B =
% cut =l = ;H ¥3&‘ ) Fem Tk g T AutoSum -
Arial -9 B S Wrap Text General - = 7 _|
2a Copy + s S S O i) arin- g )
Paste B I U- S Merge & Center + . 9, , | %@ 8 Condfional Format Cel | Insert Delete Format Sort & Find &
o Format Painter £ = Bl Merge & Center - | B3~ % 0 ormatting - as Table v Styles = | - B - | @Cear~  Fifer~ Select~
Clipboard ] Font ] Alignment ] Number ] Styles cens Editing
Ga3 - £ 5
| <Al B [ D E F G H J K L M N o P Q R s T u v W X Y E
: s T E
. @ Dashboard - RKL Trading
3 As 3t 30/05/2014
4
5 . 3
2 Profit & Loss Top 5 Customers
i Apr-03 Y10
s Actual  Budget  Variance Actual  Budget Variance
) Sales 276963 340000 (53037) 1327438 1490500 (163 062) L FRICKELS PICKLES
10 Cost of Sales 215321 200000 (15321) 850158 760000 (99 158)
1 Gross Profit 61642 140000 " (78358) 468280 730500 " (262220)
12 Expenses 46904 78760 31856 282698 356670 73972 JENS JANS
13 Net Income before tax 14738 61240 (46 502) 185582 373830 (188 248)
14 =CINDYS DEL
15
16
17 EXPORT EXPERTS
18
19 Top 5 Expenses #8088 UNCLE
20 Apr-03 Y10
21 Top 5 Expenses Actual  Budget  Variance Actual  Budget Variance
22 Salaries and Wages 53787 50 000 (3787) 173111 190 000 16 889
2 Rent Paid 4823 5000 1177 20187 28000 7813
2 Insurance 5557 4000 (1557) 19024 16000 (3924)
25 PAYE 9511 8500 (o) 17679 34000 1632 Top 5 Expenses Actual Vs BUdget
E Telephone and Fax 5179 3000 2179) 12899 13000 101
ol 78857 71500 (7357) 243801 281000 37189 -
M+ [ Motes [Z] JIEN M | (]
Ready | |[E@@ so% (o) U )

The Financial Report Designer has pre populated spread sheets that can easily be accessed
from a menu.

A 1B | N0 P QO R |5

Sage Intelligence eporting

“How to” videos

. . “ . . ”» .. to hel| t started
Find videos for “Anytime Learning 0 help you get sta

ono@ur YouTubeC . How to copy & rename reports
- How to add new folders & reports
For earning
i How to create & link report templates
. your convenience. How to set up report distribution

Intelligence
Reporting

Home . Balance Sheet Summary Income Statement Act Bud Prior

R Income Statement Act vs Prior Income Statement Act vs Budi] 4 [
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Here is an example of a sales analysis. Sage Intelligence Reporting turns raw data that looks

like this:

IEl H9- o= Sales Details 2-1 (Demo]l - Microsoft Excel = = 2
Home Insert Page Layout Formulas Data Review View Add-Ins Bl Toaols & o o ER
= X Arial T - General - rﬁ Conditional Formatting ~  g*=Inset = X ~ ‘W [ﬁ

_j 3~ B m u - @ - % + | [§8FormatasTable - & Delete - @' z
Paste e Sort & Find &
- %8 5% 55 Cell styles - [l Format~ | 2~ Fitter~ Select
Clipboard = Font Fl Alignment Fl Mumber Fl Styles Cells Editing
AL - fe | costerice v
[ A B c D E F =
Ll CostPrice | CustomerCategory CustomerCodeName Customeriame CustSupplD Date
2 1055.22093 Durban FRUID1-FRUITY JOES FRUITY JOES FRUIO1 2003/10/30 An=
3 | 105.9593023 Durban TROTO1-TROTTERS CC TROTTERS CC TROTO1 2003/11/03 Boa
4 | 786.2209302 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 2003/10/28 B
5 | 75.98837209 Durban BRONO1-BRONNIES CC BROMMIES CC BROMNO1 2003/10/25 Ca
6 | 73.81976744 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 2003/10/19 Ric
7 | 73.81976744 Durban BRONO1-BRONNIES CC BROMMIES CC BROMNO1 2003/10/19 Ric
8 | 140.2325581 Durban BRONO1-BRONNIES CC BROMMIES CC BROMNO1 2003/10/19 Ro
9 | 141.8604651 Durban BRONO1-BRONNIES CC BROMMIES CC BROMO1 2003/10/25 Wh
10 | 2559302326 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 2003/10M19 Ya
11| 138.1453488 Durban BOTT01-BOTTLE SHOP BOTTLE SHOP BOTTO1 2003/09/01 Cr
12 | 1055.215116 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLSO1 2003/M12/22 An
13 | 1055.215116 Durban FRUID1-FRUITY JOES FRUITY JOES FRUID1 200312119 An
14 | 1055.215116 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLS01 2003/M12/07 An
15 | 1055.215116 Durban CINDD1-CINDEES BAR CINDEES BAR CINDO1 2003/12/06 An
16 | 1055.215116 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLSO1 2003/12/02 An
17 1055.22093 Durban FRUIO1-FRUITY JOES FRUITY JOES FRUION 2003/10/30 An
18 | 1055.232558 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLSO1 2003/10/28 An
19| 105522093 Durban FRUID1-FRUITY JOES FRUITY JOES FRUID1 2003/10/13 An
20 | 1055.215116 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLSO01 2003/10/06 An
21 1055.215116 Durban ALLS01-ALL SORTS STOP SHOP  ALL SORTS STOP SHOP  ALLSO1 2003/09/07 An
22 105.2034884 Durban HIGG01-HIGGINS THINGS HIGGINS THINGS HIGG01 2003/11/08 An~¥
M 4 ¥ M| Sheetl  Parameters . ChartData SALES REPORT  TOP 5-GP% -~ TOP 5 - VALUE {] 4 il » 1]
Ready | |[FE@m 100% (=) y! )
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Into organised tables like this:

g“ H9 - Sales Details 2-4 (Dema)l - Microsoft Excel = = ¢l

W Insert Page Layout Formulas Data Review View Add-Ins [~ a o e ER
IE * Arial g%] &/" g General - MCondltlona\Formamng' E'ﬂlnser‘t' z - ﬂ ‘ﬁ

-

3~ -

By 2 Format as Table ~ 2 Delete ~

Paste B 7 U- e Sort & Find &
g u 8 5% [ Cell Styles ~ m Format ~ | <2~ Filter~ Select~
Clipboard T | Alignment G|  Number M| Styles | Cells | Editing |
Al v -
Al B | E [ D [ E [ F T & ] H [ | [ v [«
1
= |§|
. (@Sales Report
Z For the period to date from 01 Sep 2003
|5 |
| & |
[ 7| SalesPersonMName (Al (=]
| 8| Store (A1) [*]
|9 | Period (All) [=]
[10] CustomerCategory (Al (=]
11
CustomerCodeName ProductCategory ProductCodeName Qty Total Cost Total Sale GP
=IFRUID1-FRUITY JOES 76.00 1419201 1880061 460859 24.51%
EIALCOHOL
CPTV01-Captain Vital Signs Cane 3.00 227.97 31622 88.25 27.91%
YARDOZ-Yardville Lager 20.00 133.49 169.81 3632 21.39%
EIBEVERAGES

CRY303-Crystal Puddle Ranberry Juice 31.00 428304 579639 151335 26.11%

=IFRESH PRODUCE

b paEREEREERRERERERE]E]

ARCHD1-Archies Red Apples 600 633131 824516 191385 2321%
EIMEATS

ROMAD2-Ronalds Dried Ham 6.00 2152 50.32 2880 57.23%
=I0THER

BX0008-B & X Sesames 4.00 470.93 645.16 17423 27.01% =

4 4 » ¥ | SALES REPORT ~ PRODUCT CATEGORIES - VALUE . TOP 5-GP% . TOP 5 - VALUE [I] 4 | [T
Ready \

»
Do U
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You can range within this table on just about any of the fields. Here, we can choose a

salesperson:
®| H9~wo- |z Sales Details 2-4 (Demo)l - Microsoft Excel PivofTable Tools = = £2
Home Insert Page Layout Farmulas Data Review View Add-Ins Options Design [~ a = R
IE * Arial 11 %ﬂera\ - ECondltlona\Formattlng' ;:Insert' é' ﬂ [ﬁ
By~ - % e ormat as Table = Delete ~ -
Past: o Sort & Find &
R fu-j= %8 5% 5 Cell Styles - il Format - | 2+ Fiter~ Select~
Clipboard 1. | Font fa | Alignment 2| Mumber T | Styles | Cells | Editing |
ci4 v fe | FRUIDL-FRUITY JOES ¥
Al B | & [ D [ E [ F G [ H [ 1 [ 1 -
1
L2 E'
. (@Sales Report
I For the period to date from 01 Sep 2003
|5 |
|6
| 7| SalesPersoniame (Al v
8 Store
—— Si h
| 9 | Period | care ,0|
| 10 | CustomerCategory (Al
| 11 (blank)
1 stomerCodeN DAVE ProductCodeName D_tv Cost Total Sale GP
| 14 | RUID-FRUITY J FRED 76.00 1419201 1880061 460859 24.51%
|15 TOM
| 16 | = TROTO1-TROTT 24.00 254487 348387 939.00 26.95%
17
| 18 | BOHEO1-Bohemian Grapey Tea 2400 254487 348387 939.00 26.95%
19
| 20 | ZIKENS01-KENS T| 30.00 5980.31 755226 1571.95 20.81%
121
|22 | Select Multiple Trems CPTV02-Captain Vital Signs Rum 300 39244 61935 22691 3664%
| 23 | RICKD1-Ricky Liquors - Brandy 0.00 0.00 0.00 0.00 0.00%
| 24 | YARDO1-Yardville Health Ale 6.00 950.74 541.94 (417.80) (77.09%)
2
| 26 | DoTErTe
| 27 | CRYS02-Crystal Puddle Grape Juice 600 222516 321290 087.74 30.74%
|28
29 EIMEATS al
4 4 » M| SALES REPORT -~ PRODUCT CATEGORIES - VALUE .~ TOP 5-GP% .~ TOP 5 - VALUE [I] 4 [ Il | »
Ready | meoxO U ®
You can turn these values into graphs:
R w
m JEFFO1-JEFFS SMNACKS nTTGAD1-TREE TEA GARDENS mTHEG01-THE GRUB SHOP
uMARADT-MARANGOES mDCEED1-DCEES TEAS
1
0.46
0 [y
0
0
0 =
0
0
0
0
0
0 | 4
J 72
5‘#}0] )?‘G‘qo] f‘f,\v:G o %6‘5‘0
Mg RO 7 "ty -
Sg & Gp 4, Q“g
e Q Yo, &y
A5 S’Yn € o) 1l
H 4 » M| SALES REPORT . PRODUCT CATEGORIES - VALUE | TOP 5 - GP%  TOP 5 - VALUE [I]4 | il | »
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Finally, here is an example of a dashboard interface that summarises key values graphically:

A B c D E F G H 1 1 K L M N o P a R s T u =
=
1 a —
: @ RKL TRADING - PRODUCTS DASHBOARD
3 As at 30/05/2014
4
g Einancials Top 10 Products
T 2003 2003 3
5 Actual Budget uB & X Wholenuts 1
9 Turnover 135195056 2090 500.00 =Archies Red Apples
10 Expenses 1172795.14 1606 990.00 P
7 Het ProfitfLoss) 179 155.42 483 510.00 =Redberg Vodka
12 = Crystal Puddle Ranberry Juice
1: =Bohemian Grapey Tea
15 ®Paddys Rock Chilli Powder L]
18 . = Ronalds Dried Plums
z Product Information =Ronslcs Drisd Bsi
19 Value % of Total ® Crystal Puddle Grape Juice
20 All Products 1057 848.43 100.00% Wexi Caclus Drops
21 Top 10 767 792.05 72.50%
22
23
24
25
= Revenue Sales By Product Category

Wdk d . Customer Dashboard . ¥3 - O+ [ 0]
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In this chapter, we look at the Bank Manager add on
module.

— Bank Manager Overview
— Working with Bank Manager

This guide contains overview information only. If you want detailed information on
any topic, consult the on-line help, which has the same table of contents as this
guide, although somewhat expanded. In addition, you can type in the manual's
heading into the on-line help’s Index section to find the relevant help section.




258 ¢ Bank Manager Overview Chapter 16 — Bank Manager

Bank Manager Overview

The Bank Manager add on module gives you the ability to work with bank statements that you
download via the Internet. Note that this module is available in South Africa only.

Bank Manager compiles the cash book electronically by using the bank statements of all the
major banks in South Africa as the base. The basics of this system are as follows:

After the first bank statement download, you assign recurring account coding to transactions
that recur from month to month.

You attach a unique statement transaction identifier to a Sage Pastel account.

The result, in the following months, is that the system automatically codes recurring
transactions exactly as they should be for the cash book batch.

In the following months, you only have to code new transactions.

You can split lines into multiple accounts. For example, you may wish to allocate rent to
different departments. You can save the split lines and reuse them in the next bank
statement download.

For custom or complex changes, you can instantly export the transactions into Excel, make
the changes, and instantly import the data back into Bank Manager.

Note that Bank Manager is a single-user module. Only one user can work in Bank Manager at a

time.
This guide contains overview information only. If you want detailed
3 information on any topic, consult the on-line help, which has the same table
of contents as this guide, although somewhat expanded. In addition, you

can type in the manual's heading into the on-line help’s Index section to
find the relevant help section.
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Working with Bank Manager
Download the Bank Statement

Automatic bank feeds

Automatic bank feeds is a convenient way to download your bank statement on a daily basis
without having to log into your bank account each time to do the download.

You will need to create an account with the service provider and once you have registered your
account, you will link your bank account to the automatic bank feeds.

Setup Bank Feeds - Sole Access Mode IEI

Choose the Operation to Perform

Pastel Partner
Accounting

“Y'ou can zet up Bank Feeds which allow you to import bank statements into your Bank. banager from banks and other financial
institutions. This zaves you having to manually impart wour bank statements yourself.

Pastel Accounting uses Yodlee, a third-party online banking solution provider. Yodlee connects to thousands of banking
websites worldwide to retrieve bank statement information and make this available for use.

For mare information on Bank Feeds click here

(3 Create Bank Feeds [vodles] &ccount
Enter Online B arking Login Details
Lirk # Delink Cazh Books

Dreregizter Yodlee Account
Change Online Banking Login D etailz

Rermowve Bank from Yodles Account

[ Backup ] | M st | [ Cancel ]

On a daily basis, access the Request bank feeds option by selecting Process...Cash Book from
the main menu.

Once the statement has been downloaded, process Bank Manager as normal.
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Manual bank statement downloads

The first task is to download your bank statement via the Internet. To do this, you login to your
bank's Internet site, and download the bank statement into a file.

Note that banks offer different formats, and we only accommodate a specific format per bank.
See below for where you can see the available formats. In the help file, we give specific
instructions per bank.

You then need to load the downloaded bank statement into Bank Manager. You access bank
manager via the Process...Cash Book menu option. Select the bank account you are
processing, click the Batch button, and then choose the Pastel Bank Manager option or click the
Pastel Bank Manager button:

[=lE ==
Cach Bock_|[01 - 8400000 National Bank =] Batch Type | [Momal batch entry =] [ Balance || R2523.3§ Clase:
Payrnents | Beceipts |
Per Date GCS |Account R |Reference Description Bank Amount SF;;;:?; Discount| Exchange Rate | Cost Co el
1 o-m#aAazaog G M | CHGO04
Sort 3
Post Dated / Recurring
Import
Export -
d | ‘ Delete Batch 2
Number of Lines 0
Restore Col
[Deste<culs | [ mnsetecuts | [ Mech<Fs | [ Recondle <F7s ) estore Lolumns F0.00 % BastelBark Manager
Remittance Assistant
[ Freyiew... ] [ Frirtt... ] [ Traresfer ] [ Update... ] Pastel Bank Manager :]
“ I Go To Line <Ctrl-L> I I Inbalance | |
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Importing the Bank Statement

You need to choose the banking system of the file you are loading:

Select Statement File

Statement Provider:

Statement File:

Last Import:

To view the Bank Manager Walkthrough, click here.

{Automatic Bank Feeds)

Automatic Bank Feeds)
ABSA Cashfocus
ABSA Intemet Banking
Bank of Athens

CSV (Bank Manager)
FME Business Banking
FNE Personal Banking
Investec

Mercartile Bank
Nedbank

Nedirform

Rand Merchant Bank
Standard Bank: - Cats
Standard Bank ([C5V)
Standard Bank (OFX)

X5

Banks have different layout formats. Please consult the Bank Manager
‘walkthrough to see the download procedures.

=8

Select the banking system in the list box. The list box shows available banks and formats.
This includes formats for other countries, generic OFX, QIF and CSV formats.

Automatic Bank Feeds

Automatic bank feeds is a convenient way to download your bank statement on a daily basis
without having to log into your bank account each time to do the download. To make use of the
automatic bank feeds, you will need to create an account with the service provider.

To create your Automatic Bank Feeds account, access the Setup Automatic Bank Feeds by

selecting Setup...Automatic Bank Feeds from the main menu.

Once you have created your account you will link your cash book to your bank account and
download your bank statement.

Only one bank statement per bank account can be downloaded per day
when using the Automatic Bank Feed.

It is important to plan the Automatic Bank Feed to ensure that maximum

advantage is gained from the download.
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Manual Bank Feeds

You then select the bank file that you downloaded from the Internet. The transactions display in
the main Bank Manager window:

[E=8 Ee =

Ed Close [ Import File... [ Save Changes [3] Revert Changes €3 Create Batches ~ | 1] Add Mapping... [ Configure Mappings | @ Summary || Export = &]Import + ) About

[Pormeta | Recepts| A ——

Statement Preview

Period  Statement Description GCS Account  Ledger Description Reference Project Receipt Payment

1/2015/03130 [ ] 99 ALBODT BANK PAYMENT FROM 6534 |G ALBODT BANK PAYMENT FROM 6534/ 30030001 | 00 - Zero 59,576.40 0.00[+ |
220150330 |99 BSHOT1 IBANK PAYMENT FROM 7443 |G BSHOT1 IBANK PAYMENT FROM 744330030002 | 00 -Zero 5,750.00 0.00
3/ 20150330 DANO21 BANK PAYMENT FROM 8352 |G DANO21 BANK PAYMENT FROM 83...| 30030003 | 00-Zero 3,712.80 0.00
4| 2015003730 PAYNMENT TO ARE107 DEBIT TRANSFE... |G PAYNMENT TO ARE107 DEBIT TRAN... | 30030004 | 00-Zero 0.00 4,299.04]
5/ 201540330 PAYNMENT TO BI0102 DEBIT TRANSFER .| G PAYNENT TO 80102 DEBIT TRANS... | 30030005 | 00 - Zero 0.00 115032
/2015003430 PAYMENT TO HAPOTS DEBIT TRANSFE... |G PAYMENT TO HAPOTS DESIT TRAN... | 30030006 | 00 -Zero 0.00 940.50
7/ 2015003430 PAYMENT TO MUNICIPALITY DEBT TRA... |G PAYMENT TO MUNICIPALTY DEST ... | 30030007 | 00-Zero 0.00 528,25
8201503730 PAYNMENT TO TELCO DEBIT TRANSFER . |G PAYNMENT TO TELCO DEBIT TRANS. . | 30030008 | 00 - Zero 0.00 40772
9/ 2015/03/30 PAYNENT TO MEDOD1 DEBIT TRANSFE... |G PAYMENT TO MEDOD1 DEBIT TRAN... | 30030008 | 00 - Zero 0.00 10283
10/ 2015003730 DEPOSIT FROW GLO191 IBANK PAYME... |G DEPOSIT FROM GLO191 IBANK PA... | 30030010 | 00-Zero 5,750.00 0.00
112015003430 DEPOSIT FROM GRNO11 CASH DEPOST...| & DEPOSIT FROM GRNOT1 CASH DEP.. | 30030011 | 00-Zero 1,200.00 0.00
12 2015003730 CASH DEPOSIT - CASH SALES CASH D... |G CASH DEPOSIT - CASH SALES CAS.. | 30030012 | 00-Zero 1,708.00 0.00
13 2015003/30 CASH DEPOSIT - CASH SALES CASHD... |G CASH DEPOSIT - CASH SALES CAS.. 30030013 | 00 -Zero 60598 0.00
14 2015003730 SETTLEMENT ABSA FEE 18351 G SETTLEMENT ABSA FEE 18351 30030014 | 00-Zero 0.00 335.85
15 2015003430 RENT PAYMENT TO PROPERTY GROUP ...| & RENT PAYMENT TO PROPERTY GR... | 30030015 00-Zero 0.00 324525
16 2015003730 SETTLEMENT CREDIT INTEREST 24714 |G SETTLEMENT CREDIT INTEREST 247...| 30030016 | 00 - Zero 37265 0.00
17 2015003730 CASH DEPOSIT - CASH SALES CASHD... |G CASH DEPOSIT - CASH SALES CAS.. 30030017 | 00 -Zero 1,828.01 0.00

18 2015003730 CASH DEPOSIT - CASH SALES CASHD... |G CASH DEPOSIT - CASH SALES CAS..| 30030018 | 00-Zero 1,918.00 0.00] |
19 2015003730 CASH DEPOSIT - CASH SALES CASHD.. |G CASH DEPOSIT - CASH SALES CAS.. 30030019 | 00-Zero 2,058.00 0.00
20/ 2015403730 SETTLEMENT WALTONS STATIONERY .. |G SETTLEMENT WALTONS STATIONE... | 30030020 | 00 - Zero 0.00 350,00
Account: Project 85,833.84) 11,459.77]

21 records. Cashbook: 1 8400000 - Naticnal Bank

These transactions are in the Bank Manager module, not in Sage Pastel's cash book. Before we
move the transactions into the cash book, we can, or indeed have to, manipulate the data. Note,
for instance, that there are no account numbers in the transactions.

If the transaction date falls within the current year, the system puts the
corresponding period in the Period column. In the window above, the period
is set to 99 because it is out of the current year.

e The system generates references by using the day and month followed by
the bank statement number, followed by the transaction number on that
specific day.

e You can sort on any column by clicking on the column header.

e Bank Manager divides transactions into receipts and payments, in the same
manner as the Sage Pastel data entry screen.
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Editing Transactions

You can edit each field in each transaction manually if you wish to. However, this will of course
take some time.

The power of the Bank Manager add on module is that you can automate many of these editing
functions. You can save some of these editing methods, which over time automates much of the
work that you would normally have to do.

Deleting Lines

If you need to delete a single line, select it and press <CtrI>+<Delete>.

To delete multiple lines

1. Rightclick on a line to delete.
2. Hole the Ctrl button in and select the other lines to be deleted.
3. Once all lines are selected, right click on one of the selected line.

Statement Description GCS Account Ledger Description Refer... Tax Project Receipt Payment
ALBO01 IBAMNK PAYMENM... |G ALB001 IBAMNK PAYMEN... | 30030... |00 - Zero 59,575.40 0.00
FRIOO1 IBAMK PAYMEN... |G FRIOO1 IBAMK PAYMEM... | 30030... |00 - Zero 5,750.00 0.00
SPAODL IBAME PAYME... |G SPAODL IBANK PAYME... |30030... 00 -Zero 3,712.80 0.00
PAYMENT TO ELEOD1D C PAYMENT TO ELEOO1D 30030... 00 -Zero 4,299.04
PAYMENT TO PHOTC C PAYMENT TQ PHOTO 5... | 30030... 00 - Zero . 1,150.32
PAYMENT TO CARTERS... |G PAYMENT TO CARTERS... | 30030... |00 - Zero 0.00 940,50
PAYMENT TO MUNICIP... |G PAYMENT TO MUNICIP... | 30030... |00 - Zero 0.00 028,25
PAYMENT TOTELCOD... |G PAYMENT TO TELCOQ D... |30030... 00 - Zero 0.00 407.72
PAYMENT TO PEMORA... |G PAYMENT TO PEMORA... |30030... |00 - Zero 0.00 102.83

DEPOSIT FROM MRS B... (¢

DEPOSIT FROM MRS B...
DEPOSIT FROM MRS B...

. |00 -Zero

o |G CASH DER J
SETTLEMENT ABSA FEE...|G SETTLEME Delete Selected Rows (5] Ctrl+Del 335.86
RENT PAYMENT TO PR... |G RENT PAY| Split Transaction... 3,245.25
SETTLEMENT CREDIT I... |G SETTLEME Fill Down Ledger Description 372.65 0.00
TACH NFDNICTT - rACH [ MACH NFDAETT _FACH Innan AN - Farn T T 1079 N1 nnn
| 85,833.84 | 11,459.77

Select the option Delete Selected Rows and all selected rows will be deleted.
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Copying Account Codes, Tax Types, and Descriptions to Multiple Lines

The first editing facility we look at it is the ability to copy fields to other lines. For example, you
can enter an account in the account field, and then copy that account to all lines beneath that
line. Note that the system copies both the account code and the tax type. You must therefore
set both these before you copy. You can also copy descriptions.

To copy a field to other lines

1. Enter the account code and the tax type you require.
2. Right click on the value you wish to copy. A popup menu displays:

Add Mapping...
Delete Current Row Ctrl+Del
Split Transacticn...

Fill Down Ledger Description

3. Choose the Fill Down Ledger Description. A message displays. If you choose Yes, the
system overwrites existing values. If you choose No, the system only copies to lines that
have blank accounts.

4. The system copies the fields into the other lines below the current line.

Assigning Recurring Coding

The next feature relies on transactions that recur from month to month on the bank statement,
or more accurately, on keywords you can identify in the description field. In a typical business,
95% of transactions recur from month to month. Examples are debit order payments, internet
supplier payments, customer receipts, and so on.

For example, you pay a supplier by internet transfer on a monthly basis. The description you
assigned to appear on your bank statement reads "Internet Payment Thondore Steel". You
select "Thondore Steel" as your transaction identifier and link it to that supplier account. You do
not select "Internet payment", because all other lines that contain "Internet Payment" in their
descriptions will then link to the same supplier account.

In order to ensure that you do not choose phrases that are too specific or too common, the
system does not allow you to select less than four characters or the entire description.

Therefore, to be as accurate as possible, select phrases that are unique enough to link to a
specific account, and not specific enough to never occur again. For example, selecting the
phrase "bank charges (3.45)" is not good practice because "(3.45)" will change in the following
month, and the system will not allocate the transaction automatically. Instead, select "bank
charges".

In the same way, recurring electronic / automatic payments you make such as lease, telephone,
rental, and so on, will have unique phrases every time.

Using these phrases, you can teach the system which account to use for each phrase. You can
also set the tax type and the transaction description to use. Once you teach the system what to
do, it will automatically do the same thing when you load the next bank statement.
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To assignh accounts, tax types, and descriptions to phrases

1.
2.

In the line that contains the phrase, select the Account and the Tax type fields.
In the Description column, select the phrase you wish to use and click on the Add Mappings

button.

Edit the descriptions. If the description also appears in the other (payments or receipts tab),
you have the option to select the other tabs the description will apply too.

MNew Mapping
Search Bank Statement for:

Ledger Description:

Apply Mapping to:

Apply to Current Import on Save:

FRIDDT

FRIOO

[ Payments

@) Current Cashbook (2400000 Mational Bank)

Receipts

() All Cashbooks

[ Save

| | Concel |

When you click Save, the system replaces the account, tax type, and description in each
line that contains the phrase:

Ledger Description

ALBOO1 IBAME PAYMENT ...

FRIOO1

SPANOL IBANEK PAYMENT...
PAYMENT TO ELEQO1 DE...

Refer...
30030...

Sl atl,
30030...
30030...

Tax
00 - Zero

-

00 - Zero

00 - Zero
00 - Zero

Project Receipt Payment =
59,.575.40 0.00
5,750.00 0.00
3,712.80 0.00
0,00 4,299.04
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Splitting Lines into Multiple Accounts

Sometimes you would like to allocate a single transaction to more than one account. For
example, you may want to split a rent payment between different departments.

Not only can you do this, but you can also save the split information. Using rent as an example,
you would want to split each month's rent in the same manner.

To split payments

1. Right click on the line you wish to split, and choose Split Transaction from the popup menu.

2. The Split window displays:

Split Transaction El@
IE_I] Export I"‘__‘IJ Import

Date GCS  Account Ledger Description Reference Tax Project Amount
2013/03/30 G 3650000 Electricity 30030004 01-Vat... 3583.00
2013/03/30 G 3650000 Water 30030004 01-vat.. 710.04

Transaction Total: 4299.04

Total Allocated: 4299.04

Difference: 0.00 [ Save l I Cancel ‘

3. You can enter multiple lines, each with their own details. The line must total the original

transaction amount.

4. If you wish to reuse the split details, click the Excel button, choose the Export option, and
save the information. Since you may do this for many different splits, ensure you name the

file in such a way as to identify it easily.

If you already have the split details saved, then instead of entering details, you click the
Excel button, choose the Import option, and load the file you saved.

5. Once the split lines have the same value as the original line, click the OK button. The
system then returns you to the transactions, deletes the original line, and adds the split lines

at the end of the table.
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The Summary Button

If you process your bank transactions exclusively via the Bank Manager module, there is no
need to do a bank reconciliation. This is because each transaction in Sage Pastel's bank
account comes from the bank itself. However, there is still the possibility that you did not
download all the transactions, you did not bring all the downloaded transactions into Sage
Pastel, or you duplicated transactions. You can check this in the Reconciliation tab:

Summary

Reconcile Penod: 20130331 - |
Period Closing Balance: 252336

Statement Receipts: 8583384

Statement Payments: 11,459.77

Projected Closing Balance: TE.B97 43

Statement Balancs: 0.00

Difference: 76,897 43

Last Import: 2013/04/08 0%:47 AM

View Last 10 Posted Transactions...

If the bank statement balance is the same as the calculated balance, you have accounted
for all the transactions.

Moving Transactions from Bank Manager into
Sage Pastel

Once you have completed the preparations of the transactions, you then have to move them
into the cash book batch.

To move transactions into the cash book

1. You cannot perform this operation unless all transactions have accounts, and period and
dates are within the current financial year.

Select the Statement Payments or Statement Receipts tab.

Click on the Create Batch Button.

The system transfers the payments or receipts and confirms the transfer.

You have to create the payments and receipts batches separately. Once you transfer both,
Bank Manager closes automatically. If you are only transferring one of these, click the Close
button to close Bank Manager.

o ke






Chapter 17 — Debtors Manager

In this chapter, we look at the Debtors Manager add on
module.

— Debtors Manager Overview

This guide contains overview information only. If you want detailed information on
any topic, consult the on-line help, which has the same table of contents as this
guide, although somewhat expanded. In addition, you can type in the manual's
heading into the on-line help’s Index section to find the relevant help section.
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Debtors Manager Overview

Once you grant credit to your customers, it is essential to your cash flow and ultimate
profitability to collect all outstanding monies as soon as possible. The Debtors Manager module
helps you to optimise your collections process, and generate up to date and accurate cash flow
forecasts from your debtors book.

Debtors Manager is always synchronised with your Sage Pastel Accounting data. There is no
need to keep updating Excel spreadsheets, or to scribble notes on the age analysis printout.
Debtors Manager provides instant visibility as to what is outstanding, why it is outstanding, and
when you will collect the outstanding invoices.

The Debtors Manager module is a custom collection system that allows you to effortlessly:
o Keep track of all calls made to customers and the promises they make.

e Instantly link your notes and the Age Analysis balances in a single report.
e Create daily call back reminders and action lists for easy follow-up.

e Track all outstanding invoices, and then categorise all outstanding amounts into clear
reports.
For every outstanding invoice you will know:

» Why it is outstanding

»  When it will be paid

» What has been done to collect it, and what actions you should take
e Quantify all of the above data into meaningful financial reports.

e Select from a menu of up-to-date and accurate cash flow reports.
e Drill down and get reconciliations of invoices outstanding per aging category per customer.
e Email clear and concise payment reminders for every single overdue invoice per customer.

e Track movement in balances per customer and per aging category with the Age Analysis
Movement Report.
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System Requirements

The Debtors Manager module runs as a separate program. It has the following requirements:
e Operating System:

»  Windows Vista

» Windows Outlook (Office 2003) for emailing notices
e RAM 512 MB plus

e Screen Resolution 1024 x 768

Open Item Only

To use Debtors Manager, you need to run your customers on an Open Item basis. Debtors
Manager will not work with Balance Forward Processing. Within Sage Pastel, it is easy to
convert from Balance Forward to Open Item.

Starting Debtors Manager

Debtors Manager runs separate from your Sage Pastel Partner product. You start it via the
Windows Start menu, or by clicking its icon on the desktop:

=E

Pastel

[
[DEGTEFS
T

Once you start the program, you need to select a company:

Open Pastel Partner Company @

Browse for company

C:\Pastel14'_Demo
Software Sales
[ ok |[ cancel |

The main menu then displays:
Pastel Debtors Manager14.0.1 - [Age Analysis] EI@

File Setup  Refresh Data {;’AgeAna\ysls Dashboard  Sales Analysis  Email 8 5M5  Debtor Management  Cash Flow Forecast  Window  Help - 8 X

The system has its own on-line help.
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Debtors Manager Features

Age Analysis Drill Down

You can click on any ageing category, and instantly retrieve a list of invoices making up the
selected ageing balance. You can then apply reason and action codes to those invoices:

Debtor Age Analysis r=]E ]
180 Days Age Analysis for "777 "

[ Pt | [ BpotTobee | [ <Back

Reference Descrption Order No Date tems OrginaiDu . Invoice Amourt B PTP Date Eznan B
INAT0036 Tax Invoice . 01/05720 20 3006720 555,00 0.00 See Original See Orginal

INA10037 Tax Invoice . 01/05/20 £ 30/06/20 707.00 0.00 | See Original See Orginal =
INAT0042 Tax Invoice 01/05/20 30 30/06/20 7500.00 7500.00  See Original See Orginal

INAT0043 Tax Invoice 01/05/20 20 30/06/20 277,00 778,00 See Original Ses Orginal

INAT0044 Tax Invoice . 01/05/20 0 30/06/20 9000.00 9000.00 See Original See Onginal

INAT0045 Tax Invoice 10/06/20 0 30/06/20 1000 10.00 | See Original Ses Onginal E
INAT0046 Tax Invoice 17/05/20 30 30/06/20 2000.00 100000 See Orginal Ses Orginal

INAT0047 Tax Invoice . 3105720 £ 30/06/20 26750.00 21402.00 | See Original See iginal

INATO051 Tax Invoice . 10/05/20 0 30/06/20 4290.00 4290.00 See Original See Orginal

INAT0033 Tax Invoice 01/06/20 20 310720 3000.00 0,00 See Original Ses Orginal L

SpicPeyment| | % DeleteMNote i DeleteAll Notes  Clear All Call Backs . Clear All Actions View Invoice Contacts
PTP Date 11 October 2012 Reason Cods \Cau Back - \ Expected Amount |:| [[] Apply ta all invoices in this categary

Save

Action | vl [ Action Has Been Taken [ Call Back 11 October 2012
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Debtor Management Menu

Within this menu, you can run reports that display the data you have saved within Debtors
Manager. You can also select intelligent reports that draw data directly from your existing
transaction history. This allows you to save the time you would have spent compiling these
reports in Excel:

File  Setup  Refresh Data @ Age Analysis  Sales Analysis | Debtor Management | Cash Flow Forecast  Window  Help - 8 x
- I Contact Report
Age Ana|y5ls CEar SR @ I Summarised Contact Report
And | Category Y Promise to Pay Per Debtor: Unlinked to specific invoices
[ seach | [Show zero values | [ [ Call Back Report i | [EpotTobuwel | [ Bk |
I Reason Code Summary
Account  Mame Category Cument 30 Days ™ Action List s Total Contacted
BRANSON $550.00 7877 8228 77 | 2008/08/24
— ! =11 Credit Notes To Be Passed — i b—
72T _ | Airbus 3 17170.00 1442 52 2062253 | 2008/07/14
& Dashboard
747 _ |Jumbo Jet 2002000 747000 5003 83 45270 53 | 2008/07/21
— 3 & E-mail Payment Reminders — —
T77 _|F1Falcon 1 10582.00 B85354.00 % 5MSPayment Reminders 00 191852.00 2008/07/14
8 |virgin Atlantic 2 1 Age Analysis Movement paa.oo 428200 | Mot yet
Tetals “0589.00 118544.00 Debtors Reconciliations / Payrment History Per Invoice 712 27218712

Credits Matched Per Invoice
Unmatched Credits

Total Values Per Transaction Type
Credit Limit Report

Ready

Making Notes

Making notes in Debtors Manager is easy. From within the Age Analysis itself, click on the
Contacted column, and you immediately have access to all customer contact details. You can
then type in the note and save it. You can see notes in the Contact Report (see below).

In Sage Pastel Debtors Manager, you can also store additional multiple contact names, email
addresses, phone numbers and addresses per customer.
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Contact Report

Debtors Manager enables you to make notes quickly within the Age Analysis itself. You can
then generate a Contact Report that displays each customer’s ageing, along with a selected

number of notes made for that customer.

Debtors Manager enables you to store additional contact details for each customer. For
example, you can change the contact name and email address, and store this as the default

contact details within Debtors Manager:

Pastel Debtors Manager [Contact Report] EI\EI
File  Setup  Refresh Data (5’ Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help -8 X
| Total Values Per Transaction Type I Credit Notes To Be Passed I Promise to Pay (Stale) | Payment History Per Invoice I Unallocated Credits | Call Back Report ‘ Contact Report | Credit Limit | 4/ % | * | *
|| Contact Date Range [ Debtor Range [ Category Range [ Sales code Range [7] UD Range
From |01 January 1300 From From From From
To |01 January 2993 To 27777 To ZZ7I7 To 27777 To I7777
Fun Report Cortact Motes to Display ili] hd Supress Zero Accourts
Hide Selection Options ]
& &) B ! 2@ & -
-
Contact Report
Report Date: 1MMo2
DebtorRange From: To: ZZZZZ
Category Range From: To: ZZ7Z77 £
SalesCode Range From: To: ZZZ77
Account 101&8 Telephone 011902 9222 Contact RichieRich
Name BRAMSON Fax 011728 3892 E-Mail demo@cashcodecoz
Total Current 30 Days 60 Days 90 Days 120 Days 150 Days 180 Days
R8328.77 RO.00 R 8,550.00 R0.00 RO.00 RO.00 R0.00 R778.77 N
Contact Date NoteText
23/04/08 01:45:11PM Marjoriesaid herinternet connectinowas down, so coud notdo an EFT payment.
04/06/08 O7:06:29PM Marjorieresigned, and Lettie took over. Shesaid payment of R20 000 would be made by EFT as soon as the
boos came back from overseasto authorsie the payment and release it
24iNEINR NT-A7-7000 ! i ina tha EET Callad tha dirsctar and hesoud "
Current Page No.: 1 Total Page No.: 2 Zoom Factor: 100% -
< m r
Ready

Call Back Report

From within the age analysis, you can set dates for call back reminders linked to specific

invoices.
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Reason Code Summary

You can select Reason Codes and apply them to outstanding invoices. For example, if a
customer requests a Proof of Delivery, or has a Quantity Dispute, you can store that information
in one click.

You can also keep track of Post Dated Cheques using this function. Reason Codes are
customisable, so you can easily create codes to suit your business:

Pastel Debtors Manager [Reason Code Summary] EI@
File  Setup Refresh Data ‘{5 Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help - 8 X
Show Selection Options ] |~

2 & m_;@g yoW |1 28 @ .

Reason Code Summary

Report Date: 111012

DebtorRange From: To: ZZF77
Invoice Range From: To: ZZZ77
ReasonCode Range From:  chack To: Qty

CategoryRange From: To: ZZZ77
Salescode Range From: To: ZZIF77

m

cback - Call Back

Account Mame Description Reference InvDate PTPDate Inv Bal o/s Expected Amount
1015 BRANSOM TaxInvoice INAT00EE 211107 1TIO7/08 8550.00 8560.00 b
747 Jumbo Jet TaxInvoice IMA10048 01/09/07 23/06/08 1999.00 1000.00
747 Jumbo Jet TaxInvoice INAT0OED 10/0B/07 23/06/08 5566.00 55856.00
9 VirginAfantc TaxInvoice - JMBOTT1 IMA100TS 10/01/08 13/04/08 0.00 0.00
9 WirginAdantic TaxInvoice - 555 INA100TS 10/01/08 13/04/08 0.00 0.00
16 114.00 15115.00

IR - Invoice Requested

Account Mame Description Reference InvDate PTPDate Inv Bal ois Expected Amount
747 Jumbo Jet TaxInvoice - OP12PPOP INATD13E 11/08/08 21/07/08 0.00 0.00
0.00 0.00

PDC -PostDated Cheque Received

Account MName Description Reference InvDate PTPDate Inv Bal ofs Expected Amount

747 Jumbo Jet TaxInvoice - HEATH12 IMATD103 16/03/08 10/06/08 0.00 0.00 |

747 Jumbo Jet Taxlnvoice - TATZONE INATD104 16/03i0: 10/06/0; 0.00 000 o
Current Page No.: 1 Total Page No.: 2 Zoom Factor: 100% -
< i s

Ready

Action Codes

You can attach Action Codes to any invoice for follow up. For example, you can remind yourself
to pass a credit note, or to update a customer’s credit profile. Action codes are customisable —
you can create action codes to suit your business.

Credit Notes to be Passed

Within the age analysis, you can drill down to a specific invoice, view the balance outstanding
on that invoice, and adjust the amount that you expect to collect.

For example, if there is a price dispute or a short delivery, you may want to capture the
decreased amount the customer is going to pay. You can then get a report that lists all credit
notes to be passed, see the reason for the credit note, and the amounts. You will need to pass
the actual credit note from Sage Pastel Accounting as usual.
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Email Notices — Payment Reminders

Debtors Manager enables you to email Payment Reminder notices to overdue customers very
easily. For example, you can select all debtors that are 90 days and over, and Debtors Manager
will generate a list of the relevant invoices complete with customer order numbers, dates and
amounts, and email this to the customer.

The list is contained within the body of the email, so the customer does not have to open an
attachment in order to view the contents of the email:

Account No : 9
Debtor Name : Virgin Atlantic

According to our records, the following invoices are bevond the terms of credit extended to vour business.
Kindly let us know the date that vou will settle the invoices listed below.

Reference Description Order No Invoice Date I(;:Z:due Amount| Qutstanding
INA10038 Tax Invoice 14/08/2007 1838 R 20.00 R 20.00
INA10012 Tax Invoice - IVAN IVAN 01/03/2007 1991 R 2.777.00 R 3.554.00
INA10052 Tax Invoice 05/04/2007 1960 R 1.000.00 R 1.000.00
Totals: R 3,797.00 R 4.574.00

Thank You
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Age Analysis Movement Report

With the Age Analysis Movement Report, you can easily track movements in balances per
individual debtor, for each ageing category. You can also track movements for the entire age
analysis, or by selected customer category or sales code category:

Pastel Debtors Manager [Age Analysis Movement] EI\EI
File  Setup  Refresh Data é}’ Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help -8 X
Show Selection Options ] o
& &) B oW1 2 @ -
Main Report
-
Age Analysis Movement
Report Date: 1110012
Snapshot: AASnapshot23/042012 135918 =
DebtorRange From: To: ZEZ777
Category Range From: To: ZZZ77
Salescode Range From: To: ZEFFZ E
% of Book Total Current 30 Days 60 Days 90 Days 120 Days
1015 BRANSON
Balanceas at Snapshot 5.63% 32837.03 0.00 7966.32 6521.94 9120.00 0.00
Balanceas per Current Age Analysis 343% 932877 0.00 855000 0.00 0.00 0.00 L&
Movement -23 608.26 0.00 583.68 5521.94 5120.00 0.00
% Movement -T1.88% 0.00% 7.33% -100.00% -100.00% 0.00%
727 Airbus
Balanceas at Snapshot 23.44% 139579.50 4587.00 o1843.00 8380.00 20127.00 0.00
Balanceas per Current AgeAnalysis 7.58% 20623.563 0.00 17170.00 0.00 0.00 2010.00
Movement -118 855.97 -4 BET.00 -T4 873.00 -8 399.00 -20 127.00 2010.00
% Movement -85.2% -100.00% -81.31% -100.00% -100.00% 100.00%
747 Jumbao Jet p
4 - S e . e T e Ut o T
Current Page Mo.: 1 Total Page No.: 2 Zoom Factor: 100% -
4| n r

Ready

Payment History per Invoice (Reconciliations)

You can quickly draw a report to view how a customer has conducted their account in the past.
This report displays how many days the customer took to settle each invoice. This report also
lists all invoices, both paid and unpaid, per customer, in an easy to understand format that you
can email to the customer.
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You can also select this report per sales code, and quickly see the outstanding customers per
sales person. If you pay sales commission only once the customer pays you, this report is very
useful:

Pastel Debtors Manager [Payment History Per Invoice] =N |
File Setup RefreshData (% Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help -8 x
Show Selection Options )
&2 & |[@) 'f:g 1 A @ -
Main Report
ReportDate: THGEEC:
Calculated Days ois from original due date
DebtorRange From: 1015 To: 1015
Invoice Range From: To: ZZZZZ
DateRange From:  01/01/00 To: 01/01/99
CategoryRange From: To: zzZmZ
SalesCode Range From: To: ZZ7Z77
Calculated Original Payment Amount Invoice
Account Name InvNo OrderNo salesCode  Days /s invdate DueDate Date Paid Amount Inv Bal o/s
1015 BRANSON INAT0008 2021 0117 31103007 0E/08/08 2200.00 2280.00 280.00
1018 BRANSON INAT0011 1991 01/02/07 30/04/07 07/08/07 1176.00 1480.86 304.38
1018 BRANSON INA10010 1930 01/04/07 30/08/07 07/08/07 21099.00 2280.00 181.00
1018 BRANSON INA10058 123 7T 211107 29/01/08 0.00 8550.00 8550.00
1018 BRANSON INA1007T2 MRE 123 151 10/01/08 31/03/08 29/08/08 8191.00 9120.00 0.00
1015 BRANSON INA10080 MARCHIN 123 04/03/08 31/05/08 0.00 239286 0.00
1015 BRANSOMN INA100B1 NEWORDER 123 04/03/08 31/05/08 0.00 342000 0.00
1015 BRANSON INA10082 FEBIVING 123 04/03/08 31/05/08 0.00 215345 0.00
1018 BRANSON INA10083 FEBIVIBE 100 29/02/08 30/04/08 0.00 282200 0.00
1018 BRANSON INA10084 MIDMIF1 123 18/02/08 30/04/08 0.00 290018 0.00
1018 BRANSON INA10085 THER12 123 05/02/08 30/04/08 0.00 999.78 0.00
Totals: 13 666.00 38199.12 9315.86
< i v
Current Page No.: 1 Total Page No.: 1 Zoom Factor: 100%
Ready

Credit Limit Report

This report compares the customer's aged balances to the credit limit set in Sage Pastel. The
report provides instant visibility of customers who are over their credit limits.

Totals per Transaction Type

Here you can see a summary of all customer-related transactions for a selected date range.
You can view this per customer or by category, or obtain a summary total of transaction types
for the entire customer book.

Transaction Credits

This report displays an audit trail of credit applied to specific invoices. You can select a specific
customer, and for each invoice, you can view how the customer paid, displaying multiple receipt
dates (if any), and credit notes allocated to that invoice. This report is useful if a customer asks
to see how you allocated their payments to specific invoices.

Unmatched Credits

This report displays payments received from debtors that you have not yet allocated to specific
invoices.
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Cash Flow Forecast Menu — Promise to Pay (Fresh /Stale)

Debtor Management | Cash Flow Forecast | Window  Help
ﬁ 3 Cash Flow Forecast Reports 1
@ - ™ Promise to Pay (Fresh) |
™ Promise to Pay (Stale)
™ Promise to Pay (Unlinked)

Debtors Manager easily tracks all customers’ Promises to Pay. These reflect in a Promise to
Pay "Fresh" report.
If the customer pays on time, the system automatically updates the report, and the customer no

longer appears. If the customer misses their Promise to Pay date, the system lists the
outstanding invoices in a "Stale" report, making it easy to chase up on missed promises:

Pastel Debtors Manager [Promise to Pay (Fresh)] EI@
File  Setup  Refresh Data {:?;?.AgeAnalysis Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help - F X
Show Selection Options ] &
& & | T » oW1 2@ e~ )

Main Report

Promise to Pay (Fresh) I

Report Date: 1110M12
DebtorRange From: To: ZZ777
Collection Date Range From:  11/01/07 To: 311212 =
Category Range From: To: ZZ777
SalesCode Range From: To: ZZ777
Account DebtorName Contact Telephone InvNo InvDate PTPDate Inv Bal o/s Expected —
Amount
1015- BRANSON
1018 ERANSON RichieRich 011802 8222 INATO0M0 01/04/07 30/06/08 181.00 181.00
1018 ERANSON RichieRich 011802 8222 INA1008S 0B/02/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INA10O0S 010107 30/06/08 280.00 80.00
1018 ERANSON RichieRich 011802 5222 INATOOM o1/02/07 30/06/08 304.86 304.86
1018 ERANSON RichieRich 011802 8222 INA100GE 291107 17107108 §550.00 §550.00
1018 ERANSON RichieRich 011802 5222 INA1QOTZ 10/01/08 07/07I08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100G0 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INAT0OE1 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INA10QOE2 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100E3 28102108 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100G4 18/02/08 30/06/08 0.00 0.00
SubTotal: 9315.86 9,115.86 i
4 1 | »
Current Page No.: 1 Total Page No.: 2 Zoom Factor: 100% =
4 [ | +

Ready
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This report forecasts your cash flow from the customer book based on the Promises to Pay that
you have entered, as well as percentages that you expect to collect per customer.

The system applies a collection percentage to each invoice that does not have a Promise to Pay
associated with it. Therefore, before you run this report, you must set up the Percentage
Collection Table in the Setup menu:

Pastel Debtors Manager [e-mail Motices]
File | Setup | Refresh Data {;!; Age Analysis

Reason Codes

Debtor
From ﬁ Setup

Action Codes

To Z4 Percentage Collection Table

Cash Flow Forecast Reports
Pastel Debtors Manager [Cashflow Forecast] EI@

File Setup  Refresh Data {;’AgeAna\ysis Sales Analysis  Debtor Management | Cash Flow Forecast | Window  Help - 8 X

[7] Debtor Range [7] Date Range [ Category Range Lot R g iy e |

From Fom [11 October 2012 From 3 Promizeto Pay (Fresh) 0" is

! Promise to Pay (Stale]
To [zzzzz To |31 December 2555 To |zzzZZ Promise to P; EUnh:kEd) fet] (Bt To Frod (e

Account Description Curmert 30 Days 60 Days 90 Days 120 Days 150 Days 180 Days Total o
Albott Limited

Category Total per customer:

PTP Frash 0 ] 0 0 ] 0 ] 0

PTP Stale a 0 a 0 0 a 0 a

Bal of 0/5 invoices 0 ] 0 0 ] 1584846 -2130 1371846

Prov for write off / cr notes a 0 a 0 0 237727 -319.5 2057.77

Prov for discount sllowed 0 o 0 0 o 0 o 0

Calculation Based On % Table
October 2012 Bal of o/s invoices 0 0 0 0 0 15848 46 -2130 1371846

“to collect for month 5 40 40 40 3 45 45

Collection % applied to o/s inv 0 0 0 0 0 7131.81 9585 6173.31

PTP Frash a 0 a 0 0 a 0 a

PTP Stale 0 ] 0 0 ] 0 ] 0

Bal of o/s inv to collect a ] a 0 L] 713181 5585 6173.31

Cash flow forecast 0 0 0 0 0 7131.81 -9585 6173.31 -

G.Summarised Forecast ] [ Hi- Level Forecast ] [Ca‘tegory Totals - Summary ” Detailed ForecastD

*

‘ .

Ready
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Once you have selected to run this report, the following cash flow reports are available:
e HiLevel Forecast This report displays the total cash you expect to collect per month, for
the entire customer book.

e Category Totals - Summary This report shows how the cash flow forecast is derived, from
a mix of Promises to Pay, and collection percentages.

e Summarised Forecast This report shows from which ageing category you have forecast to
collect your cash, and over which months the money will be collected.

e Detailed Forecast This is a fully detailed report that displays the calculations for the above
cash flow forecast reports.



Chapter 18 — Connected Apps

In this chapter, we look at the Connected Apps.

— Connected Apps Overview

This guide contains overview information only. If you want detailed information on
any topic, consult the on-line help, which has the same table of contents as this
guide, although somewhat expanded. In addition, you can type in the manual's
heading into the on-line help’s Index section to find the relevant help section.
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Connected Apps Overview

Connected Apps is the gateway to the cloud and an opportunity to utilise online applications and
cloud services.

Software Sales ( DEMO) EI@

FILE EDIT PROCESS VIEW CHANGE SETUP UTILITY WINDOW FAVOURITES HELP

s BH3EHE FLEIEBOB DERTHRRE

My Customers' Zone - Admin Login

Sage Pay

Sage Online Tools - Free Trial

Sage Online Tools - Login

From the Connected Apps icon, you can access the following services:

e My Customer’s Zone - The My Customers’ Zone is a convenient cloud service where a
business can post statements and customers can through a secure connection view
their statements electronically. Customers will be able to drill down into the statements
to view their invoices and can instantly, by a click of a button pay invoices using the
Sage Pay secure payment gateway. (Payments are only available in South Africa)

e Sage Pay - A Sage Pay account offers your business all the payment and risk
management solutions you may possibly want or need, from one online account.

e Sage Online Tools - Sage Online Tools are useful business tools that assist you in
easily creating & managing your own website, social media & marketing campaigns all
from one platform.




Chapter 19 — Sage Pay

In this chapter, we look at the Sage Pay add on module.

— Sage Pay Overview

This guide contains overview information only. If you want detailed information on
any topic, consult the on-line help, which has the same table of contents as this
guide, although somewhat expanded. In addition, you can type in the manual's
heading into the on-line help’s Index section to find the relevant help section.
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Sage Pay Overview

If you have multiple suppliers you pay electronically, and would prefer to consolidate the
payment process, you can set up Sage Pay.

Sage Pay can automate payments based on the age analysis of your suppliers and can verify
and validated bank account numbers and ID numbers to ensure that the information you have is
correct.

Sage Pay is a subscription service and validations and verifications can only be completed if the
service is activated.

Edit Customer Accounts EI =] @I
1 el il - =AY I
© © QRO OO ®
Account Code ABBO29 Cazh Sale Account |:|
Description Albott Limited Blocked [
Cuztomer Category [DEI - Mone ']
Details | Processing | Tems | User Defined | Balances | Nates | Scheduled Invoices
Addreszes | Entity / Banking - _
Sage Pay Security Rating
Postal Address Contact Security Profile Rating is 0%
P 0 Box 30439586 Gerald [ |
gi;rglston Telephone
South Afiica +2711 856 4895 Bank Account Y alidation a‘
Fax Bank Account Verfication a‘
Delivery Address 10 Mumber Verification 3
2 Kudu Rd Mabile Phone
Germigton
2340 Credit Check &
Sauth Afri Email
pen Al New Credit Check
Sales Cod
Hes ode Full Buzinezs Repart a
Additional Delivery / Contact Details. ..
e Report Check

With Sage Pay, you will create a dedicated Sage Pay cash book and create cash book batches
with all the required payments that are calculated from the supplier age analysis. These
batches are sent to Sage Pay and Sage Pay will distribute the respective amounts to the
suppliers using the banking information from the supplier masterfile. You will in turn only
transfer the total of all the supplier accounts to Sage Pay.
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sc";f Supplier Dezciiplion DueDate | Supphier Invoice No. AmourtDue|  Discount| Amountto Pay| Pay

HAROOT |Hard Diiving Computers | 08/12/13 | SUPPLIER INVOICE # 000001 R471,736.56 RAT1.736.56
Total Amount to Pay | R&71,736.56

[k J[ Wew J[ coneel ]

Sage Poy Payments Asisars S—_ i

Payments wene successfully submitted to Sage Pay.
Please visit wiww.s8gepay.co.28 to suthare payments.

o]
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Chapter 12 — Scheduled Invoicing

In this chapter, we look at Scheduled Invoicing.

This guide contains overview information only. If you want detailed information on
any topic, consult the on-line help, which has the same table of contents as this

guide, although somewhat expanded. In addition, you can type in the manual's

heading into the on-line help’s Index section to find the relevant help section.

Scheduled Invoices are similar to recurring invoices with the difference that you can schedule
your invoices to be created weekly, monthly or annually. You are also able to select which
invoices must not be created and there is an option to select the number of times the customer
must be invoiced.

There are 4 steps in the process for Scheduled Invoices:

. Step 1: Create a Recurring Invoice
. Step 2: Create a Schedule
. Step 3: Link the schedule to customers

o Step 4: Create Invoices
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Step 1: Creating a Recurring Invoice

The first step in creating your Scheduled Invoice is to create the invoice template. The invoice
template will be a recurring invoice that will be converted to a scheduled invoice.

1. Once you have selected all the items that will be on the invoice, click on the Next
Document button to process the invoice.

B Process Customer | = | = \ 2 |
Document Type | Recuring Tax Invoic v Mumber |10000002 Customer |ABE029 Albatt Limited |
Link A Create. Delivery Address Ship / Deliver | Postal Address
[ Inclusive éKudu‘ fd Terms Odays
I Quick Made srmiston Fisight Method
2340 Ship / Deliver
[ Customer User Defined Fields South Africa (Erart Bl B17 02845
Credit Lirit R0.00
|Penud| Date Customer Hef |Sa\es Euda‘ Discount % ‘Exch F\alel Tems | Payment Due |
4 -[180815  ~ | ool TO000oooo  [R040EAE - -
Type Store Code Description Project Uniit Quantity| Tax Exc Price| Dise| Home Currency)| -
4 ltem Code JHE c/om Consulting - On Site o 100.00 R100.00
Q) 1.00{00
=
. | »
Discount
Exclusive R100.00
Tax R14.00
TOTAL R114.00
| Batch.. | ‘ Delete ¢ Insert. || Edit Dacument | ‘ Hext Document || Erint Dosument | ‘ Edditional Fields |
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Step 2: Creating a Schedule

Once the recurring invoice has been created, it is necessary to create the schedule.

1. From the menu bar, select Edit...Scheduled Invoicing...Schedules. On the screen that
displays, click on the New button to create a new schedule and enter a description to

identify the schedule you are about to create.

M Edit Schedule

@ Q 0

Save & Undo Changes Close
Close

Functions
Invoice Details

Description Monthly On Site Consulting

|

Recurring Invoice QU

Schedule

() Weekly Recurs Every 1 : Months

(©) Monthly On Day 1 -

©) annually Max Invoices 12 5| [ Unlimited

(=]

Click on the Zoom button in the Recurring Invoice field to search for the recurring

invoice that will be linked to the schedule. Select the recurring invoice you created and

then click on the OK button.

| Recurring Invoice Zoom

%0

Cancel

Invoice

Invoice Total
E Invoice: 10000001

Code

Description

Quantity

E=NECR ==

Amount

| R 114.00| C/001 Consutting - On Site |
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3.

Chapter 12 — Scheduled Invoicing

On the Edit Schedule screen, select the frequency of the scheduled invoice, Weekly,

Monthly or Annually and select the day on which the schedule is due and select the
maximum number of invoices in the schedule.

[ Edit Schedule

®@ @ O

Save & Undo Changes Close
Close

X5

Invoice Details

Description Monthly On Site Consulting
Recurring Invoice 10000001] Q
Schedule
() weekly Recurs Every 1 % Months
(@) Monthly On Day 1 -
) Annually Max Invoices 12 5 Unlimited

Once you have completed all your selections, click on the Save & Close button. To edit

a schedule, select the schedule and click on the Edit button. Adjust the schedule as
required and then continue.



Chapter 12 — Scheduled Invoicing Step 3: Linking Customers ¢ 291

Step 3: Linking Customers

Now that the schedules have been created, the next step is to link the customers to the specific
schedule.

1. From the menu bar, select Edit...Scheduled Invoicing...Link Customers.

[ Link Scheduled Invoices to Customers EE
Link Schedules Select Deselect Select Al Rows Deselect | Groupby — Cancel Cloze
to Customer(s) in Active Filter All Category  Grouping
Functions Selection Grouping

Schedule Information

Scheduled Invoice i Recurs Every

First Invoice Date 220815 - On Day

Reference =] _

far a Maximum of 0 5 []unlimited
Sales Code Use Customer's Sales Code if any -

Select Customers (Only Home Currency Customers can be selected)

Drag column heading here to group by that column.

Customer.. Customer Details Cate.. Date Cr.. UDF1 UDF2 UDF3 UDF4 UDF5 Bloc... zlect...
ABBOZS Albott Limited 13/07/06 1 ]
ACKOD Ackerman Mr R End-U... | 0F/06/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
BECO01 Becker & Associat... |Dealer |07/06/06 | User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
BOMOO1 Bond Mr James End-U... | 07/06/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
BOUOD1 Boulding Mr D End-U... | 07/06/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
CABOO1 Cable Ties Limited Dealer |07/06/08 |UserDefin... |User Defin... |User Defin... |User Defin... |User Defin... O O
CIroo1 Citi Computer Spec... | Dealer |07/068/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
ConMooz Compsure Software |Distrib... | 07/06/06 | User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
CoMoo4 Computer Resale a... | Dealer | 07/06/06 | User Defin... |User Defin.. |User Defin... |User Defin... |User Defin... O O
COKO00S Computer Training I...| End-U... | 07/06/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
SMIo01 Smith Mr John End-U... | 0F/06/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
- P et e e erox e rx ez e — —
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2. From the Scheduled Invoice drop down list, select the schedule you created.

I Link Scheduled Invoices to Customers EI E
H 88 B B Q
Link Schedules Select Deselect Select AllRows  Deselect | Group by — Cancel Cloze
to Customer(s) in Active Filter All Category  Grouping
Functions Selection Grouping
Schedule Information
Scheduled Invoice Monthly On Site Consulting - Recurs Every 1 Month(s)
FirsEInvaiceDate Description Invoice Every Interval On - ;
- » i Monthly On Site Consulting 10000001 1 Months 1
erence I 5 =] -
for a Maximum of 12 3| [ Unlimited
Sales Code
Select Customers (Only
Drag column heading her
Customer... UDF4 UDF5& ... | Select...
[ O |~
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... O O
efin... |User Defin... |User Defin... T
x y fi I} Defi I} Defi O O
Computer Training I...| End-U... | 07/06/06 | User Defin... |User Defin... | User Defin... |User Defin... | User Defin... O O
SMI001 Smith Mr John End-U... | 07/068/06 |User Defin... |User Defin... |User Defin... |User Defin... |User Defin... O O
-|.
Cond -y r. -y . L AN IS 11 O3 i 11 O i 11 O i 11 O i 11 Chm i 1 1 3

3. In the drop down field next to First Invoice Date, select the date the first scheduled
invoice must be created on.
4, Enter a reference number in the Reference field.
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5. Once all the fields have been completed, select the customers who must receive the

scheduled invoice.

I Link Scheduled Invoices to Customers

S 88 B

=

Q

:0lumn heading here to group by that column.

Customer.. Customer Details Categ...

Date Cr...

Select Customers (Only Home Currency Customers can be selected)

UDF1

UDF2

UDF3

UDF4

UDF5

Link Schedules Select Deselect Select AllRows Deselect | Groupby — Cancel Cloze
to Customer(z) in Active Filter All Category Grouping
Functions Selection Grouping
Schedule Information
Scheduled Invoice Monthly On Site Consulting - Recurs Every 1 Month(s)
First Invoice Date 01/07/15 - On Day 1
Reference 700300 5 =] -
for a Maximum of 12 3| [l unlimited
Sales Code Use Customer's Sales Code if any -

Block...

S

1]

@
[z}
o

-}

ABBOZS Albott Limited 1300706 O O
ACKDOM Ackerman Mr R End-U... | 07/06/06 User Define... | User Define... | User Define... |User Define... | User Define... O [w!
Becker & Associates |Dealer | 07/08/06 User Define... | User Define... | User Define... |User Define... | User Define... O O

Bond Mr James End-U... | 07/06/06 User Define... | User Define... | User Define... |User Define... | User Define... O [w!

Boulding Mr v End-U... | 07/06/06 User Define... | User Define... | User Define... |User Define... |User Define... O [w!

Cable Ties Limited Dealer | 07/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O O

Citi Computer Speci... |Dealer | 07/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O [w!

Compsure Software | Distrib... | 07/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O O

Computer Resale an... | Dealer | 07/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O O

Computer Training In... | End-U... | 07/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O [w!

Smith Mr John End-U... | 0T/06/06 User Define... |User Define... |User Define... |User Define... |User Define... O [w!

rand - P P ooz ez oo eeoron ooz — —




294 e Step 4: Creating Invoices Chapter 12 — Scheduled Invoicing

Step 4: Creating Invoices

The last step in the Scheduled Invoices process is create invoices.

=

From the main menu, select Process...Scheduled Invoices.
2. By default, the next invoice date will be selected. If for some reason you want to process
a different schedule, select the customers in the schedule.

-

W Process Scheduled Invoices

(= [==]

3.

Q@ B

Create  Change Reference for
Invoices Highlighted Rows

Q8 8 8B

Select Allin Select Deselect Deselect
Mext Invoice Date Al

Selection

d 8

Default  Cancel Close
Grouping  Grouping

Grouping

Next Date

Cust Code

Schedule

Customer

Recurring Invoice

Invoices Left

Reference Sales Person

Selected

[= Status: Available for Invoicing
= Next Date: VUi 01107115
= Monthly On Site Consulting
SOF002 Software Sellers .. [ 10000001 12 TO0S00 [l
SMIDo1 Smith Mr John .. [ 10000001 12 TO0S00 [l
COMO0S Computer Training Insti... | 10000001 12 700500 [wl
CITom Citi Computer Specialis... | 10000001 12 TO0S00 [l
BOUOOM Boulding Mr O ...| 10000001 12 TO0S00 [l
BONOO Bond Mr James .| 10000001 12 TO0S00 [l
ACKO0 Ackerman Mr R .| 10000001 12 TO0S00 [l
[=] Next Date: Monday 22/106/15
= Group Training
COMO0S Computer Training Insti... | 10000002 10 500800 O
COMo04 Computer Resale and ... | 10000002 10 500800 O
CITom Citi Computer Specialis... | 10000002 10 500800 O
BOUOOM Boulding Mr O ...| 10000002 10 500800 O
BONOO Bond Mr James .| 10000002 10 500800 ]

Once you have selected the invoices, click on the Create Invoices button.
The Copy Recurring Assistant will open. Follow all the options and click on the Finish
button to close the assistant.
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5. When you select a Tax Invoice in the Process Customer screen, click on the Number
field and all the scheduled Invoices created will display.

B Process Customer EE@
Document Typalm Murnber |*Global* :I Customer ‘ | |
[ ik / Freate | Delivery Address [ ship 7 Deliver | Postsl Address
I Inclusive Terms

[ Quick Mode Freight Methad
Ship / Del
[~ Customer User Defined Fields Ip ¢+ Uelver

Current Balance

[ OnHold Credit Limit
Period Date O E
Tax Invoice Zoom ...Done @
4w |22/06415 -
Type Store [ Find ] [(Enler) = Select] Diec%| Hon =

- Zoom Sequence

@ Humber O Code O Reference  Zoom From l:l

Customer Accounts/D escription Reference Amant

|
IN10002E  |BOMNOOT - Bond Wi James 700300 R14.00( 0140715 | N
IMN100027  |BOUOOT - Boulding br D 700300 R14.00f 0140715 | N
IN100028 | CITO07 - Citi Computer 5 pecialists 700300 R14.00( 01/07A15 | M
IN100025 | COROOS - Computer Tiaining Institute 00300 R14.00( 01407415 M
IMN100030 | SM1007 - Smith MrJobn 700300 R14.00f D/0F15 | N
IN100031 | S0F002 - Software Sellers 700300 R14.00f 01/07A15 | M

a| 3 _l;l
4 »

Dizcount
E rclusive
<F10> Feceipt Tan
TOTAL
Batch | [elete / nsert || Edit Doeimert I [Ext Doeimert Eiint Document I Adlditional Fields I

6. Process these invoices as normal.
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